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Introduction

Overview

This user guide will step you through how to set up and use the Purchasing Entry module. This module is its own
module that is included in the core programs. Accounting set up must be done prior to using the purchase order

module. This document_will not cover the accounting set up. Additional questions or training is available from
your EFI| PrintStream support staff.

Contact Information
EFI Support

US Phone: 855.334.4457 (first select option 3, then press option 8, then press option 1)
US Fax: 415.233.4157

US E-mail: printstream.support@efi.com

Regular Service Desk hours are 8:00 AM to 7:00 PM Central Time, Monday — Friday. Outside of these hours,

you may leave a voice mail message and an on-call support representative will be paged. Response time is
based on the severity of the issue.

Note  For problems involving infrastructure (i.e., computers, networks, operating systems, backup software,
printers, third-party software, etc.), contact the appropriate vendor. EF| cannot support these types of

issues.
EFI Professional Services
US Phone: 651.365.5321
US Fax: 651.365.5334

E-Mail:  ProfessionalServicesOperations@efi.com

EFI Professional Services can help you perform EF| software installations, upgrades, and updates. This group
can also help you implement, customize, and optimize your EF| software plus offer a range of training options.
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Set Up

Preferences

To open, select Purchasing Entry from the Purchasing menu.

PurchasingEntry

Then select File > Preferences.

ZZ Purchasing for the Company : (01} Streamline Solutions - (0100) 01 San Rafael
File Utility Purchase Order
Clear PO Tree

View Reports Window Options  Help

Mew Purchase Order. ..
Open Purchase Crder
Search for Purchase Order..,
Copy PO

Print Purchase Order...
Preview Purchase Order...
Printer Setup...

— Datab Henu

Thiz option should only be used in a multi-database
environment. |t allows easy switching between up to 9
user-definalble databases.

I~ Allow multiple database configuration

— Purchase Order Report
Print:  ltem#t @ Item Code

By Default Print |1 Copies

FO: Use Paper Description - Mo Plant Code r
definition in description on PO

— ,J l_lsel Intarf
¥ Confirm Exit from Application
"Initial Screen

" PO Search ¢ MewPD & Blank

Data Entry
™ Copy First Ling item Due Date

[ Default to ID days from today.

I~ Copy Job Details ta line item Desc

K | Cancel




V21.1.0200 Purchasing User Guide ® 7

Databases Menu
Warning
e Wil allow up to 9 plants or companies

e If checked, can easily switch between plants/companies

Purchase Order Report
Print:

Only select if the database is set up as multi company or multi plant.

e Item Number: Will print the item number on the Purchase Order. Item Number found and auto assigned

in Master File Inventory.

I38 = IS PR1OptZ0:25 = I M| Fpnnghlll C1s Cover 10Pt
[
Item # / Inv Code : |3B ISF'FH Opt20x26
Description : IS pringhill C1z Cover 10Pt ﬁ
hite =
I'V\/ =
20428 =l
. Page 1 of 1
print to win
Purchase Order
3000
File copy
AcNe: 500
Vendor:  DraperPaper
1185 Main Street order Date 31012015
Draper, UT 84070
el Mo 180111 1-2222 Due pate 3072015
Ordered By BRANDON
Dave Referenca
Ship To: Streamline Solutions
100 American Way Ship Attention
DETROIT, MI 48204
LT
# Joh # Item/ Quote Quantity item Description UnitPrice Per Dise.% Gross Ami Tax
1 38 10,000 Springhill C15 Cover 10Pt 210.0000 1.000 0.00 2,100.00 0.00
W hite
20 % 26
{GL:01-01-01-1325}
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Item Code: ltem code will print on the Purchase Order. Item code found in the Master File Inventory

and is editable.

-
’prm‘l 10 win

f28 = [sPRIDpt202E = | =] [Eringhil CTs Cover 0Pt
E
Item # / Inv Code - |38 |SF'F|1 Opt20x26
Diescription : ISpringhiII C1s Cover 10P j
IW'hite j
|20+ 28 =l
Page T of

Purchase Order

3000
File copy
AcNo: 500
Vendor : Draper Paper
1188 Main Street Order Date 311072015
Draper, UT 84070
Tel Mo 801-111-2222 Due Date 31072015
Ordered By BRANDON
Dave Reference
Ship To: Streamline Solutions
100 American Way Swip Attention
DETROIT, MI 48204
Ship via: | ||||||||| || | I|||||
# Job # ftem ! Quote Quantity item Descrip tion Unit Price  Per Disc.% Gross Ami Tax
1 SPR10pt20:26 10,000 Sprinahill C15 Cover 10Pt 210.0000 1,000 n.on 210000 0.00
{GL:01-01-01-1325}
Note  May toggle or change this setting and re-print or preview the purchase order.

By Default Print - Enter how many copies should print each time the PO is sent to the printer

PO: Use Paper Description (No Plant Code definition in description on PO): Select this option to
display the Plant Code in the item description.
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Screens / User Interface

e Confirm Exit from Application: If checked, the system will produce a warning message upon exiting.

\‘g) Are you sure wou wish to exit?

Yes Mo |

e Initial Screen
PO Search - Default to the search screen upon opening the purchase order module.
New PO - Default the opening screen to a new purchase order entry screen.

Blank - Default the opening screen to just the tree.

Data Entry

e Copy First line item due date: This option will copy the due date entered in the first item of the
purchase order to subsequent lines. The date can be changed.

o Default to __ days from today: This field, if checked and a number is entered, will automatically fill in
the Due Date field with the date the number of days from today that is entered. The date can still be
overridden.

em #: Ps ::Il Ml Mew | Reservations
I & Rev Code: =l

riv & Rey Code: ISPR1 Opt20x26 _'II j Notes
Paper : ISpringhiII Cls Cover 10Pt

Colar : IWhite

Size |2D w26

Quantity 10000 Price : I21U Per :I 1000 Desc:
Discourt %: 0 % Price after Disc: |21 0.0000 ~

b

Cost: 2100 Unders/Overs % 10
Guuote # Stock Details
GIL Code | 1323 | paper inventory I m
. =l
Tax Code: 10 ={| 0% (nontaxable ) cancel

C FsC
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e Copy Job Details to line item Desc: If checked, all job-related PO line items will contain this
information from the corresponding job.

Example:

File Wwindow Chahges Plant(s) for Quote Refresh Master Data  Help

D8 e = <&@ © o|EE o &&= 2 = al
il Esti I x|

g Customer #: [100 Y| Subcct |FsCquae
 Credit Checks |  Dutemen |[he Perect Slom Additianal Info
« Job Schedulin, Contact: [Main page contact _I
1 Address: [E5E b ain Sirest Fhone:
FITTSFIELD M2 01203 Faod:

Contact Phone:

Quote Date:[3/27/2015 5 Default Section Size:[0 %[0
First Mail Date:| 3 s27/2015 .I

Last Mail Date:| 3 /27/2m5 =

Re-Contact Date:| 4 10/2015 j‘

SalesRep:| House Account hd Re-Cirder Date:] 3 /2772m5_ <]
C5F:| Sales Person hd Sty 10,000
Estirnator: Jhd .
Platiner: Jhd

Source
Code

Job Type | Miscellaneous (uote is Package Price Based r

Joh Title:|Documents

IDes:nphnn' March 2015 T d

E

Corresponding PO line (Note Job Title: test for class).

PO 383

Created for Company : Streamline Solutions

Order # I FEG Date: I?m 12006 Crered Ely:||_p Ref:l
Rew #: ﬁ Rey Ot: I Few By: I

o =} inda" —|
Vendor: |4 =i '_lndas Surf Shop = Currency Type DSA

Address: |10 Fumma Beach Drive I Fh: 549-555-1 212
hﬂalibu, CA Fanc 549-500—1 414

| 20283
Ship To: |streamine Solutions | Shif s
Address 4040 Civic Center Drive Ship To Attention:
fsuite 543

ISan Ratasl,CA 94903
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If not checked, no corresponding Job title:

Created for Company : Streamline Solutions

Order # I 3014 Date: |3.r27.r2015 Orclered By: IEIRANDON Ref:l
Rev #: ﬁ Rev O | Few By ERANDON

Vendor: PD1 = }Just Ine Tirme: = Currency Type 13D

Address: B4 Center [=]] P |
I Fax: I

JLehi, UT 84025

Ship To: streamine Solutions _I Ship s
Address: 100 American Way Ship To Attention:

IDETROIT, il 45204

Details Due Date

Options: Select Company/Plant
Upon opening the program, the system will default to the company/plant the user is logged into. If the user has
security access to the other companies/plants defined in the database, then the user can change the default
company/plant.

Options >Change Company/Plant.

I Purchasing for the Company : (01} Streamline Solutions - {0100} 01 San Rafael
File Uty Purchase Order  Wiew  Reports  Window | Options  Help

Purchasing

Purchase Orders Eeporthonat

Highlight the plant and select ok:

ﬁ Select the Company / Plant Elil

Company f Plant Mame :

(02) PrintStrearn - (02000 02 Utah

Cancel | Ok
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Report Formats

There are a variety of crystal report formats for Purchase Orders.

% Purchasing for the Company : {01) Streamline Solutions - (0100} 01 San Rafael
File Utiity Purchase Order  View Reports  Window | Ophions  Help

PurChﬂ ‘5i110 Change ConparyfPlant

Purchase Orders

The password to view the additional report formats is formats.

zl

Password
Cancel |

rj'_ Custom Report Formats

[Mone]

PurchazeQrder_324us
PurchazeQrder_924uswologo
Purchazelrder_92Can
PurchazeQrder_92Canw/ologo
PurchazelOrder_92Format1
Purchazelrder_32R evision
Purchaselrder_925chedP

Footer Set-up
To include a note or comment on the footer of all purchase orders select:

Master File Reports > System Maintenance > Module Definition File:

MasterFilesReports

System Maintenance
File Options  Utility  Help

01*Report

PRODUCTION S%5TEM
ACCOUNTING STRUCT...
SYSTEM MAINTEMANCE

tadule D efinition File
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| MODULE DEFINITION x|
— Optionz

€ Mail Defaults
 &/R Defaults i~ Irventom D efaults

AP Defaults

" General
= Purch Order Foater

Dizplay Cancel

Select PO Defaults and Purch Order Footer, then click the Display button.

File Options Utility Help ‘

01*Report i MODULE DEFINITION
PRODUCTION SYSTEM '—uﬂmn—| )
ACCOUNTING STRUCT... (& P/0 Defaults|  Mai Defaults
SYSTEM MAINTENANCE ¢ A/RDefauls ¢ Inventory Defaults
B " A/P Defaults

Module Definition File [
(" General

& Purch Order Footer

System Defaults File

Accounting Periods

Time Rates File

Please deliver ALL Orders to Receiving.

Cancel

E P/0 Footer for the Company 01

Reminder editing

Accounts Start Periods

Budgets For GL Accounts

=l

Click the OK button to save and close the data entry screen. Remember, this will print on ALL purchase orders.

Cancel
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PO Approval

PrintStream offers an approval process to approve purchase orders prior to previewing or printing them. This is
an optional setting; defined at the plant level for each plant defined in the database. It is setup in Master File
Reports/Production System/Plants (for the System). To activate this feature, highlight the plant you wish to set up
and then check the PO: Approval required checkbox. Don't forget to click the Save button to complete the

process.

File
01*Report
PRODUCTION SYSTEM

System
E1-%) 01*Sheamline Solutions
[T S ke
&%) 02FinGteam
2] D200z Utah

07 Gan Fiafael

} Basic |Invemnly| Job Related | Finished Goods Invoicing | E-Maiing Option | Scheduif
~Deefallt PO Shipping Addr
Production Departments
(for the System] Customer #: STREAM | 01: Streamine = XM
Customer. Internal Customer 01

700 Ametican Way

Plants [for the System]

Production Cost Centers

for the Syste
for the ysten] DETROIT. MI
g Zo [ Pee [
ActivitieslFor the System] [ ﬂl

Shipper Signature Image File

Rates Setup [for the Plant Warehouse Hldetault] :
System) l—

Plant ccourt Cade

PO From Email Addiess: —lean1 0@printstream com
PO Internal Email Address: [leah20@printstream com

Cancel
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New Purchase Order

To create a New purchase Order

1. Select: File > New Purchase Order.

% Purchasing for the Company : (01) Streamline Sa
File Ukility Purchase Order Shrindow
Clear PO Tree

View Reports

Cpen Purchase Order
Search for Purchase Order. ..
Copy P

Print Purchase Order. ..
Preview Purchase Order..,
Printer Setup...

Preferences...

Exit

2. In the Select Vendor window enter/select the following:

r— Dretails

New Purchase Order

To create a new purchase order, enter the details and select a vendor:

Drate:

|3.-"1 24205
Ordered By: IBH.&NDUN

Reference: I

— Wendor

IDD1| j |Just In Time

Lehi, UT

kL

LCancel | < Back | et I

FEirizh |

Date | Automatically defaults to current date, but can be changed
Reference | Optional character field check will print on the PO when certain formats are selected
Ordered By | Defaults to the system login name of the user
Vendor

Must be a current Vendor in Master File Vendor. Either enter the in Code in the small box, to

the left, or enter the Name in the long box to the right (case sensitive in the search)
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3. Click Next. In the Shipping Information window, the Address will default to the PO shipping address
which is defined for the plant in Master File Reports/Production System/Plants (for the System)

Shipping Information

Enter the shipping infarmation for this purchase arder:

Ship T {Syeamiine Solutions _I

Addiess: 4040 Civic Center Drive
Suite 543
San Ratael CA 94303

Ship Via:
Attention

LCancel

haintena
File Options

01*Report

PRODUCTION SYSTEM

Utility  Help

Gystem
%) 01-Sueamiing Solu
=l i

=] DZPrintStieam
L4 ] 020002 Utsh

Plarits [for the: System)

ﬁ Basic |Inventuw| Job Related | Finished Goods Invoicing | E-Mailing Option | Sch
~Diefault PO Shipping Add
Froduction Departments

Jion the Syster] Customer #: STREAM  [07- Steanine ¢ -] 14

Customer: Internal Customer 01

700 American Wap
Froduction Cost Canters

[for the Syster) T
(1113 = T P
BotviestFor the Syster | __Pekup |

4. (optional) To change the address type directly into the address fields or by click the search button to the
right of the Ship To field and select from the list of additional shipping addresses.

Shipping Information

Enter the shipping information for this purchase order —————————

Ship Ta: [Eteamiine Solutions | |

Address:  [100 American 'Way

DETROIT. Ml 48204

Ship Yia:
Attention:

LCancel < Back | Hest> | Einish I
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Shipping Location I

Streamling Solutions 994..

Address

Contact: I

Phone: I

Ship Via and Attention fields are optional, free form fields that will print on PO.

4. Select the Finish button, when done.

Shipping Information

~ Enter the shipping information for this purchase order.

Ship To: [Etreamiine S olutions _I

Addiess 100 American Way

DETROIT, Ml 43204
Ship Via:
Attention

LCancel | < Back | Hexts | | Finish |||

Note  Set up additional shipping addresses under your company name in Master Files Customer. Select the
Addresses button.
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A new PO will open:

Created for Company : 5tr line Sol
Order #: 3004 Date: I3m 22015 Crdered By: IEIRANDON Ref I
Rev # h Rew Ot I Rewv By: FIRANDON

Vendor: 1 = Pust In Time = Currency Type  [JSD
Address: pas Center | Ph: |

I Fane: I

LLehi, UT 84025
Ship To: IStreamIine Solutions _I Ship ia:
Address: |1 00 American Yay Ship To Attention:

IDETROIT, hil 45204

Detsils | buepste | ob# | cuantiy | Amourt |
AddLine... | Edit Line... | DeleteLine...| | Recaiving | Lindste Job | gpqy. | $0.00
mstructions changes
{in Currency)
Header | EmailPCr | Preview | Prirt | Save | Cloze |
Order # | System assigned sequential number which cannot be altered
Date | Defaults to the current system date, but may be edited
Ordered By | Defaults to log in users ID
Ref | Optional field which will print on the PO
Rev # | System generated revision Number; tracking how many times the PO has been altered
Rev Dt | Displays a system generated date of the last revision
Rev By | Will display the ID of the user who made the last revision
Vendor: | Number, Name and Address entered in opening screen. Can change if needed (must be a
valid vendor from Master File Vendor), select the search button to change. (...)
Currency Type: | Reference only cannot be changed.
Ph: | Phone number. Entered in Master File
Fax: | Fax Number Entered in Master File Vendor
Ship To and | Brought in from the screen previously filled out. Can edit or change the current address field by
Address: | highlighting and re-typing the address. Click the search button (...) to select from the list of
additional shipping addresses.
Ship Via: | (optional) Brought in from the screen previously filled out but can be edited. Will print on the

Ship To Attention:

(optional) Brought in from the screen previously filled out but can be edited. Will print on the
PO
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Add Line Item

Select the Add Line button (bottom/left), to add a new line item.
Six Types of PO Line items:

e Job Related Multi Iltem: Purchases directly tied to a job. (Buyout/Subcontract). This option allows you
to select multiple buyouts for one job to the vendor assigned to the purchase order.

e Job Related (single item): Purchases directly tied to a job. (Buyout/Subcontract) This option allows
you to select one buyout at a time for one job.

* Non-Inventory: Expense immediately. Will not get used on a job. (Office supplies).
e Paper Inventory: Has dollar value/asset account. (Paper, envelopes. Print system only).
e Finished Goods: Has dollar value/asset account. (Binders, Diskettes used for a job).

e Material Inventory: Has dollar value/asset account. (Raw Materials: Ink, Labels, Plates).

Created for Company : Streamline Solutions

Order # | 3004 Date: |3n 22015 Ordlered By: |EIRANDON Ref:l
Rev # ﬁ Rew Dt | Rev By: FRANDON

Yendor: PD‘I = }Just In Time: — Currency Type  [ISD

Address: b4 Center []] P |
I Fax: I

JLehi, UT 84025

Ship To: |sireamine Solutions | Ship Via:
Address: |1 00 American Way Ship To Attertion:

IDETROIT, bl 45204

Details Due Date: Joh # Cuantity Amoint I
SeEie. | | Enume. || (e, | | eS| W el Total: | $0.00
Instructions changes

{in Currency)

Headerl EmailPo | Preview | Print | Save | Close |
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Job Related — Multi ltem

Job Related Multi Kem

Lob Doladad

1.

Enter or search for a Job # and select Load.

. Planned Purcha _I_I- g _|X
Joh #  Customer Ac No / Job Detzils -

(Eas 3: | 12000000  [TestTest |‘ Load I

[ [orar]a] Dese [ Section | Formuim Color Size Supplier | Order# | GQuote # Gy At ﬂ

If the job selected has been final AR invoiced, the notation Final Billed will display in red to the right of
the job description. Job related purchase orders cannot be created if the job has been final AR invoiced
to the customer.

. Planned Purcha

ok # § Customer Ac Mo Job Detalls
’7}523 =[ o [Ealvetion Army - Christmas 16 packages - Print 5 tems. | Final biled | ﬁ”

[ [erar]ra] Desc [ Section | Formua | Color | Size | Suppler | Order# | Cuote# | oty | Amt \ﬂ

If the Ordered column reflects an N, then the PO line item has not been ordered. Y indicates the PO
line item has already been purchased.

—dJak & f Customer &
45 =
lOrdred al

1 || =i
2 | =
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4. Select the Tag check box to order each item or select the Check All button to select all buyouts for the
job. Enter the Due Date and Tax Code. Then click Create PO Line Item.

. Planned Purchases P =
Job #  Customer Ac Mo/ Job Detalls
==
’7}545 == [ 12000000 flestest ﬁ” Load
ord[ Tag Desc [ Section [ Formus | Color | Size | Suppler | Orders | Quote# Gty Amt ~
1 n FURCHASE LIST Test 0 3000 6a_|
2 [N |I PRNT#101-COLOR  ENV Test 0 4140000 4140

R

‘| |
check A1 || pue ot [Fvamns |
== | ‘
g = 0% ( non taxable ) I Create PO Linelem | Cancel

Note If you receive the error message, “activity code has an invalid A/P dissection code” after you
select the OK button, this indicates the database is not setup to utilize the Purchasing module
or you have not properly linked the activity code assigned for the process to a valid AP
Dissection code in Master File Reports/ Accounting Structure / Link to Purchasing. Consult
your system administrator or your EFI PrintStream Accounting Support contact.

5. After selecting Create Po Line Item, PrintStream will show the number of PO lines added. Click

Cancel or the X in the upper right-hand corner to close this window.

[ET N
Creck Al || pueot frzoms | |1 PO line Added I

=
T Code: 10 = 0 (i) Create PO Line ftem | Cancel
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6. The lines selected will now display on the header page of the purchase order.

Created for Company : Streamline Solutions

Order # I 3004 Date: |3,r1 212015 Orclered By: IEIRANDON Ref:l
Rev #: ﬁ Rew Ot I Rew By: FRANDON

Vendor: FID1 ::ll }Just In Time j Currency Type I_ISD

Address: b4 Center [=]] P
I Fax: I

LLehi, UT 84025

Ship To: [sireamine Solutions | Ship s
Address: 1100 american Way Ship To Attention:

IDETROIT, il 45204

Detailz

7. Click Save.

Job Related (Single Item)

 Job Related Multi ltem ... |

Job Related...

Haon |l o

1. Enter or search for a Job # and select Load.

Line #: | 2 Order Date : |3,r1 05

Job #: "345 — MI | 12000000 fvaltim 2

rest




2.

V21.1.0200 Purchasing User Guide ® 23

You can manually enter in the material to purchase or click Planned Purchases to view a list of

buyouts or materials related to the job number.

Line #: If Order Date : W
Job#: a5 = @4 [12000000° [vatin 2

[Test

[Test
Details :

Planned |
Purchazes
————

Motes ...

not.

In the Description column, items with a dark circle have been ordered. Those with a light circle have

Description I Section | Formula Moci I Color I Size I Wendor I Orel I 1L Mo Cuantity I
@ PURCHASE LIST Test i £5000
(}PRINT #01-CoL ERY Test a 4140000

Double click the line to be ordered and enter or change any information as needed:

Mandatory fields (in bold) are: Qty/Hrs, Price, Price Per, Due Date, Activity Code and Tax Code

PrintStream will calculate the cost based on the quantity and price defined.

Line # : | 2 Order Date : |3m 220s
Job#: s = #4)| [12000000° fvatin 2
ITest
[Test
Details : Planned
ails:  [pRINT #101-COLOR Purchases
Bakkd potes...
Faormula
Mocdlifier DESC| |
OtyMtrs : |41 40000 Price : |1 0000 Per |1 00000  Desc :|
Discount %: Ig_gg (%' Price after Disc: [1.0000 “
Cost: 140,00 Unders/Overs %: I]U
DueDate: [an3z01s etz #: | Erint Cutting |
i
Activity: 1012 = . FRINT #10 1-COLOR
“harge Type : I ‘l Fsc ™
Re wark Id I LI I
GIL Cade: | 1200 JAIP to Print Expense Ll
Tax Code : IDD |—| I 0% [ non taxakle ) Cancel |
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PO Line Item Notes

Click Notes to enter line item descriptions. If a script was attached to a buyout, the script answers will appear in

the Notes field.

Joh Related Line Itemm : Streamline Salutions

Line # ; I 2 Order Date : I3m 202015

Job #: F45

= ﬂl [[1z000000" featin 2

I'I'est

[Test

Details : PRIMT #10 1-COLOR

-EMY

p—tuitchases |

Planned

Motes...

Joh Related Line Item : Streamline Solutions

Line # : I 2 Order Date : |3,."| 22015

Job #: F45

= 4| [12000000 frattim 2

[Test

broq

check.

For

Zhar

Optional notes ar any buyout script would appeat here. This fisld does not have a spell ;I

Cancel
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These notes will appear in Inventory Manger / Scripts/Po Notes when the item is selected to be received.

— Receipt Details

Receint #: I 1]

Date; |3m F2015

Time:

04:10 P By, | BRANDON

Shipped via: ||

Docket:

Rec'd From; |.Just In Time

fi

Maotes:

Dept J Sec:

Dietailz: IF'FHNT #101-COLOR

I-ENV

IENV

Sciptz/Pal
Motes

have a spell check.

Optional notes or any buyout script would appear here. This field does nat

=
==

Guantity Cost Cost{UsD)

o] (e ]
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List of Activity Codes

If needed, enter a required Activity code directly into the field. You can also scroll using the mouse, use the
up/down arrow keys or select the Search button (binocular icon) to search for a list of activity codes. Double-click

to select or highlight and click OK.

Note If you receive the error message, “activity code has an invalid A/P dissection code” after you select the
OK button, this indicates the database is not setup to utilize the Purchasing module or you have not
properly linked the activity code assigned for the process to a valid AP Dissection code in Master File
Reports/ Accounting Structure / Link to Purchasing. Consult your system administrator or your EFI

PrintStream Accounting Support contact.

(8% 10 - Fuifilmert
=-§®) 3 - DATA PROCESSING
= 300 - DP ADMIN

E| 310 - LIST PURCHASIMG

320 - DATA ENTRY
340 - PROGRAMMING

Bl 360 - QUTPUT DATA,

[+]- 361 - HGW Data Processing
-8 4 - PREPRESS
E- B 5 - PRINTING
- 6 - LasER
[
[
[

+-§ 7 - BINDERY
7§ 5 - MaILING
-8 9 - waREHOUSE

Cancel | 9.4 I
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Created for Company : Streamline Solutions

Order # | 004 Date: |3r| 202015 Orclered By: |EIRANDON Ref:l
Rew #: |:1 Rev Dt: Fm 052015 Rev By: ERANDON

Vendor: PD1 = }Just In Tirmiz = Currency Type  JISD

Address: pas Certer []] P |
I Fax: I

JLehi, UT G4025

Ship To: [streamine Solutions _I Ship Via:
Address: 100 american Way Ship To Attertion:

IDETROIT, il 45204

Details | DueDate | Job# | cuartity | Amourt |
NG 645 63000 $69.00

| 3i3eos | B4s | 4140000 [ $4,140.00

Click Save when you are finished.

Non-Inventory

 Job Related Multi ftem ...

Job Related...

Hon-Inventory...

Danar | .

Enter in the information for what is being purchased. System will calculate the cost
Mandatory fields:
e Order Date

e Qty/Hrs
e Price
e Per

e Due Date
e AP Code

e Tax Code.
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Line #: I E Order Date : |3N 2205

Details : wicigets

Motes |

atytrs:  [5oo0 Price : [57.0000 per : [iooo Desc: |

Dizcount % |0.00000 (s Price aiter Disc: [57.0000 Lo
Cost 8500 Underz/Overs &: (10
Due Date : |3.f1 2r2015] Guote # |

AP Code : IDﬂmUBUUU jﬂ"nmerial expense

oK |
GLoode: | 6000 aterial Experse | 01

Tax Code : I[IE ::“I 5% ( Michigan ) Cancel

Click the OK button, when finished.

Paper Inventory

This line type allows the user to purchase paper inventory held in the warehouse and used for multiple jobs; not
specifically purchased for one job.

Job Related Multi kem ..
Job Related...

Hon-Inventory...

1
| Paper Inventory...
]

Goode

1. Enter the paper item number or click the search button (binoculars icon) to search it.

Line # : 3 Order Date : ISM 2205

N & Rev Code: —| I j Nates
Paper : I

Color : I

Size : I

Quantity : Price : per | |

Discourt %: & piceatterpisc o~

Cost [ Undes/Overs % i

Due Date : Quote # - Stock Details
paper inventory

Tax Code: [10 =S| 0% Cnon taxable ) cancel
[~ FsC

GLCade: | 1325

il
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The search inventory screen will open.

EENEE
Inv Type | paper 4 Jok | j | I Desc Like:
Classification =] tom | = [T ] || o coe i
cgory e e e
Sub Category ~
S = eneor | = = s oy [
Famly = Prog Col | = | Wieight l—
Category | ‘r MlowRev [ TrackingLot [ Inactive [ Below Min Gty [~ Megetive Avail ‘ [ Cearal | [ st
Deta Dn Hand [ On Order [Allocated | Available ome o :‘

|

it

300 [ Continue |

T

Enter the information known or click Search. The number of records loaded will be displayed.

Note

items may be available which meet the criteria.

By default only 300 records are displayed at a time. This default can be changed so more

Inv Type

Classification

Category

Sub Categary
Group
Family

Category

-lol x|
Links 1 Rules ]
Paper - In Diese Live [Husky
- ot | = Inv Gode Liks
I | = | e —|
jv e I ::III j WE\QHII—
j‘ Prod Cel I jl
-

| ™ &llowFRev [ Trackinglot [ Inactive [~ Belove Min Gty [~ Megative Avail | Clear all

Item & [ Inv Code [Rev | On Hand [On Order [Allocated [Available [ Min Lvl [ Customer

F206[ 3308 Husky Offset S0B White 17 1/ a0 i 0 a0/0

3326[ w3325 Husky Offset 50F Continuous 5000 a i £000[0

3412|3412 Husky Offset 60K Canfinuous 205 260 0 465150 1

3447 cmm3442 Husky Offset 60K Continuous a a i a0 1

3588 | dmmi3588 Husky Offset 50B White 23 165000 a 10000 £5000(0 DMMTEST |DMM Test £{1
36| HUSEOW17.5 Husky Offset S0 Webwhits | 54006934] 344222 588| 54350568(0 1
52| HUSE0W17.5 Husky Offset 60K Web White 12 a i 1265|5000 1

6001 4| Husky Dffset § Husky Offset 50K Web Whits 47753 54000 19032 827270 1

£2080|E2080 Husky Offset 508 Web Fose 1 9506 434 i 10001 [0 1

62105 dmm2105 Husky Offset G0 Continuous i i i [il[i] [

6211362113 Husky Offset 50K Canfinous [ [ i a0 1

62120/ 62120 Husky Offset S04 Continuous 0 0 0 oo [

Loaded 300 records. Click continue to load next

30 | pontinue |

[ semch || geleot
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3.

Select the item to order and then click on the Select button or double click on the item itself.

The information stored in the system for this item is automatically populated.

tem #:

I & Rev Code:

B442]

mm3442

=
=

=8| rew |
[

Reservations

[otes

i

Paper : Husky Cffzet G0# Continuous

Color \hite

Size: 75

Quantity 0 Price : |58 Per : I 100 Desc :I

Discount %: (*  Price after Disc:[s5 '

Cost: Unders/Overs % |20

Due Date : I Guuote # Stock Details |
GiL Code | 1325 | paper inventory I 01 oK |
Tax Code: IO == 0% (non taxable ) Cancel |

[~ FsC

Enter information into remaining mandatory fields: Quantity, Price, and Due Date.

Click Reservations to see all job quantity requirements for this item.

Lime: # : I 3 Order Date : |3,r1 22015
ftem #: 2| = M| Mew |
I & Rey Code: ="
mm3442 _'II j Motes |
o 1
K=
[ uobro [ DueDate [ Customer Tile | Gty | GtyUsed | PONo -
7as 72072007 Alaskalnc. | Test 200000 0 0 |
IEE] 111162007 Strada Cycle 11415 FF by 1134 134 i
1 574 11/19/2007  Strada Cycle 11415 FF by 1121 121 i
= (875 11162007 Strada Cycle 11015 FF by 1145 145 0
= (875 11/19/2007  Strada Cycle 11415 FF by 115 15 i
1 a7 11162007 Strada Cycle 11415 FF by 1103 103 i
(= [s61 11/19/2007  Strada Cycle 11415 FF by 115 15 i
= (582 11/19/2007  Strada Cycle 11415 FF by 1135 135 i
11 aa3 1119/2007  Strada Cycle 11415 FF by 1100 100 i
11 384 11/19/2007  Strada Cycle 11415 FF by 1135 135 i
< | ﬂ_l
Tatal Gty F Cancel | Save |
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Finished Goods

 Job Related Multi tem ... :

Job Related...

Hon-Inventory...

Paper Inventory...

Finished Goods...

1. Select Add Line and then select Finished Good to add a new line item.

2.  Enter or search for the Item #, or you can create a new finished goods item from within the Finished
Goods Line Item window.

3. After selecting the finished goods item, verify:

Qty/Hrs

Price

Price Per (if new otherwise will bring in the price per)
Due Date

Activity Code

Tax Code

4. Click OK when finished.

Material Inventory

. Job Related Multi ltem ... |

Job Related...

Hon-Inventory...

Paper Inventory...

Finished Goods...

Material Inventory...

1. Select Add Line and then select Material Inventory to add a new line item.

2. Enter or search for the Item # or create a new material item from within the Raw Materials Line ltem
window.

3. After selecting the material item, verify: Qty/Hrs, Price, Price Per (if new otherwise will bring in the price
per), Due Date, Activity Code, and Tax Code.
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Edit or Delete a Purchase Order Line Item

To edit or delete a line ltem, highlight; right-click and select Edit or Delete Line Item.

line item and choose the Edit Line or Delete Line button.

You can also select the

Created for Company : Streamline Solutions

Order & | 004
Rev #: E

Date: [522015 | Ordered By [BRANDON
Rev Dt [i7172015 Rev By: ERANDON

Ref:l

Vendor: PD‘I B }Just In Time: = Currency Type IS0
Address: |245 Center _I Phe

I Fax:

LLehi, UT 84025

Ship To: |8treamline Solutionz

_| Ship Wia:

Address: |1 00 American Way Ship To Attertion:

IDETROIT, bl 45

? Are you sure you want to delete this line item?
Details
PURCHASE LIST-- £9000
PRINT #10 1-COLOR--| es Mo | 40000
|| Husky Offset G0# Con 1000
AddLine... | Edit Line... et ety || | Wis dag
Line... Inztructions changes
Header | EmailPC | Prewigwne | Prirt | Save |

artty

Total: | $4,789.00

$69.00
$4,140.00
$580.00

{in Currency)

Cloze |
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Receiving Instructions

Notes, which will print on the receiving ticket or display during the actual receipt of the item, can also be entered.
Click Receiving Instructions, enter the text and click Save.

Created for Company : Streamline Solutions

Order # | 3004 Date: |3n 22015 Ordlered By: |EIRANDON Ref:l
Rev #: E R Dt Fm 412015 Rev By: FRANDON

Vendor: PD‘I B }Just In Time: = Currency Type IS0

Adciress: pa: [EEPS—.

r

E Motes entered here can be viewed when the line tem receipt is being entered | ;I

Ship To: |§
Address: |1

3
Details Amaint i

PLRCHAS $59.00
PRINT #11 $4,140.00
| Husky Of $550.00

Cancel | Save |

Add Line... Edit Line... Delete Line...

Recei\;’ing Update Job Total: Iw
Instructions changes ' e

{in Currency)

Headerl EmailPO | Preview | Prit | Save | Close |
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r— Receipt Detail
Date: frazors Time: [rragam b BRENDON Reptd |
Shipped iz | Fieceived hom : [aust In Time

IHEcEipI Hotes |Nmes entered here can be viewsd when the line item receipt is being entered I

e InvCet: [3442 [gmm3aaz I “J Weight
Description IHust Offset EOH Continuous Single
Piece I

—Reason codes

™ Hold this Receipt line Select Reasons

PSlip Packing Slip slipinconect J ’, Skids Cns —— Pes PerCin

|-l IncPka incorrectly Pz incormectpkg i 0
| flncPka__|neonect; Pe poon =[] | | |
1 J >

Docket |1 Wendor Lot # I

Loose

o |
Lopy Delete [ Auta Pick Location ] [Emply Loc to Al Cost [0

Tranzaction Motes: I
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Update Job changes

This feature will take any changes done in the estimate and overwrite the PO changes, for example, notes,
scripts, etc.

Created for Company : Streamline Solutions

Order # | 3004 Date: |3n 22015 Ordlered By: |EIRANDON Ref:l
Rev #: E R Dt Fm 412015 Rev By: FRANDON

Vendor: PD‘I B }Just In Time: = Currency Type IS0

Address: b8 Center =] P |
I Fax: I

LLehi, UT 84025

Ship To: |sireamine Solutions | Ship Yia:
Address: |1 00 American Way Ship To Attertion:

Do youwant to Overwrite notes from Estimate?. Alterations done to notes in Purchasing will be gone®?

Yes Ma

Receiving
Instructions

Header | EmaiPO | Preview | Prirt

Add Line... Edit Line... Delete Line...

Update Job Total: I' §4,759.00
changes

{in Currency)

Save | Cloze |
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Header Notes

- Commented [MB1]: Need description.
1 Brandon Turpin — descripton added.

Header notes can be entered against the po and can only be viewed from this area.

Created for Company : Streamline Solutions

Order # | 3004 Date: |3,'1 202015 Crdered By: |F_|RANDON Ref:l
Rev #: F Rev Dt Fn 412015 Rev By ERANDON

Yendor: PD1 ::Il }Just In Time e Currency Type 'JSD

WA T - 0 e ater Notes

-

h’hese notes weere entered inthe PO header area. ;I
=

Ship To: IE
Addressl [

E
3

Details Amaourit i

PURCHAS $69.00
PRINT #11 $4,140.00
| Husky of $580.00
E
Cancel | Save |
e, || e || [Eeteie., | | Fetethe | BERGE RS gy | $4,769.00
Instructions changes

{in Currency)

-' EmzilPC | Prewview: | Pririt | Save | Close |
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Preview, Print, Export / E-mail a PO
1.

To preview a PO, select the purchase order displayed in the tree and click the Preview Selected

Purchase Order button from the menu. You may also select the Preview option located at the bottom

of the PO header window.

File Uitility Purchase QOrder

Just In Tirr|

To print the purchase order, select the purchase order displayed in the tree and click the Print icon. You

can also select the Print option located at the bottom of the PO header window.

Note

Note

To change the default printer, select File > Print Setup.

If you receive a message, “This PO Requires Approval First” when trying to preview or print

the purchase order, somebody with security access to approve purchase orders must approve

the PO before continuing.

If you want the Purchasing Approval option turned on or off, contact your System

Administrator.

To export the Purchase Order, first preview it and then select the Export button from the menu

(envelope with the red arrow pointing down). Choose the format you want to which you want to export

the PO.

Created for Company : Streamline Solutions

Address: |1 00 American Way

IDETRO\T‘ I 48204

order# [~ 3004 Date: [3i2mm15 | Orclered By: [ERANDON Rt |
Rev#: [T Rew Dt fifiafnTs Rev By: BRANDON
Vendor: Pcn = pust In Time = Currency Type  Osr
Address: p45 Center .. Ph —
[ N
Lahi‘ UT 84025
Ship To: [5trsamine Soltions .| Ship via

Ship To Attertion:

EPR\NT #10 1-COLOR--EMY 31302015

Upidate Jok
changes

Receiving

Add Line B, || |REBRME- | | ey

| EmsiPO | Preview I

Header

Print |
[lote: i

Details DusDats | Job# | Quandty | Amourt |
[ PURCHASE LIST-- 320015 645 9000 $89.00
£45 4140000 $4,140.00
555000

Total: 4,759.00
Save Close

5

(in Currency)
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B

The PO can also be printed or exported/emailed by selecting one of the two icons at the top of the preview
screen.

Ttz 100% 303

Page 1 0f 1

Purchase Order

3004

File copy

AcNo: 001

Vendor : Just In Time
245 Center Order Date 3/12/2015
Lehi, UT 84025

Due Date 3/12/2015

Receiving a PO Line Item — Inventory Manager Module

1. To manage all Job or Non Job-Related Receipts, open the Scheduled Tasks screen.

File Help

W arehouse

|mquairy

Customer Receiving
Receiving
|ssues
Job Related
Houze Keeping




2.
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PR

Select a date range then click Search Now. Double-click a line item to start the receipt process.

Show Task Types

P =

s [ WochowsePepts | ShptoVendor | Puléwaytasks | Fulilment Taks || 9756t 0dle  Todey
I™ Betuns/Overs ¥ Non.Job warshause Acpts [~ Ship to Customer [~ Unldenified cpts [~ Evrors O Lest [ Days (®0 itz
¥ Tiansters @ JobPRelsted PO Repts | Destroy / Becycle Met 30 Do Tomorow
RN | ] o o | = =| = Gl baie
ender | =] et e/ Dese | = o
Date obHo ome om # d D 0 Act O omponen|Comme -
Y 5/8420 2614030311 Basid Printing Corng 9477 E071 2B Itemn: 030911 B asi 10.00 0.00) 6071 2B ke 0
It 55420 2614 9162 - Centu| Printing Comg 107308 9162-PO#:2 Centura Glos)  10833.00 0.00) 3162-PO #: 24 S
ot 045720 26129162 - Die Cif Printing Enmd 10000.00 0.00
1 B/620 2614 TestMonlnve Printing Euﬂj £.00 0.00
Y5t 5/5420 2614 8643 - Testly Printing Comy 15.00; 0.00
ot 045720 2671 5667 - DATA|Printing Enmd 100.00 0.00
Yot 045720 2E7( BEET - PROG Printing Euﬂ\1 1.00 0.00
35t 5/5420 2973 TEST adfdf 11.00; 0.00
Yot 045420 25974 TEST FrintStrgam | 1.00 0.00
Jgt 55720 2975 TEST Sales FEISUV{ 1.00 0.00
-
| »
[ B ] [ Pevew ][ SetisskCompleted | Loaded 10 Records. ﬁ Seachbow || Select.. || Clse |

Or select the option for New PO Receipt.

File

Help

=1ol x|

Warshouse

Customer Receiving

Receiving

|ssues

Job Related

Houze Kesping
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The Receive from PO screen will open. Enter the PO number, in the field to the upper left, and then

press the <Tab> key to display the line items. Double-click a line item to start the receipt process.

Streamline Solutions
Select Purchase Order |
| 3004 ;m JustIn Time ﬁl@
| Purchase Order Line ltems |
[ Details [ i cal [oueDate | Job# | Quantty | ctyRecd|  orocCost| Recw
32020 E45 £9,000.00 0.00 $0.00 Mo
PR\NT #101-COLOR ERlY 3ME20 f435 41400 0.00 $0.00 Mo
G Husky Offzet B0# Cordinuous dmm3442 32020 Mizc 1,000.00 0.00 $0.00 Mo
dl []
tem:
Yendor:
[ Recaipts
Date | Skids | 3 | Total I Uam | Cost | Docket | Part/Final | Recpt Mo
4]
[ Hew I [ Edit ... ] [ Femaove ... ]

Receipt Detail

Receipt #: I

Date: [3i1202015 Time:

12:45 Phd

gy: | BRANDON

Shipped via: I

Docket:

Rec'd Fraim: Lust In Time

fi

Mates:

Details: IPUHEHASE LIST

Dept / Sec |

Scipts/Pal
Notes

| Quantity Cost Cost{usD)
1

If the line was for a miscellaneous or job-related item, the Receive Non-Inventory window will open.
Enter in the quantity and press the <Tab> key and the cost will populate automatically. Click OK to
finish, then answer the question about whether the receipt for this line item is final.
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If the line was for an inventory item, the Receive Locations window will open. Enter the quantity in the
Skids, Ctns, Pcs Per Ctn and/or Loose pieces fields and click Insert.

Enter a location or select Search to pick from a list of all locations. Click the OK button to finish, then
answer the question about whether the receipt for this line item is final.

Receipt D etai
Datz: [rrzams Tine: s b BRANDON et ||
Shipped via | Fiecsived oM [ ot 1 Time

Receipt Motes © [Motes entered here can be viewed when the line item receipt is being entered

hemf imcct [3442 dmmG442 _ﬁJ Weight
Deseription - [Husky Offset G0R Continuous Single l—
Piece

—Reason codes
I~ Hold this Receipt line Select Reasons
Packing Slip slipincomsct Skids Cins ————Fos Per Cin
5 lIncPka |inconectly Pzincomestpka| ’7|1 IU I I1 ouo
»

i

Diocket : |1 Wendor Lot # I |

Loose

1000.00{ 1000 METTestocdl ~ |4l Loc [ Search] | ] hd Desc

Cost:  [5e0.00

< |
Copy | [ Detete [ Auto Pick Location ] [Empty Loc ta Al

Transaction Notes: |

). Is this line itern's receipt now final?

fes | Mo I

5. Once a PO has been received, it will be removed from the Scheduled Tasks list after you select the
Search Now button again.
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Receive All Job-related

For job related line items, multiple receipts can be entered all at once by clicking the Receive All Job-Related
button.

Streamline Solutions
Select Purchase Order |
3004 =] JustIn Time ﬁl@l
‘ Purchase Order Line ltems |
| Detais [ I ca | DueDats [ Job# | Quantty | ctyRecd| Orgcost| Recd
[ErurcHase LT 3M2020... 645 1.00 1.00 §69.00 Yes
RINT #101-COLOR ENY 3M3/20.. 645 4,140.00 0.00 $0.00 Mo
[ Husky ttset 60% Cortinuous dmmag42 3M2020..  Misc 100000 1,00000 $550.00  Yes
d x| [
ltem: 3442 - dmm3442 - Husky Offset B0 ¢ 1 receipt’s created
Vendor: 001 - JustIn Time
Date | Skids | 53 | Total | Uam | Cost | Diocket | Part/Final | Fecpt Mo
3242015 1.00 Yes 1.000.00 $580.00 1 Final 15452
«| | I
Fieceive Al i Print
l Hew ] [ Edit H Remnve ] l Job Related All receipts
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Edit or Remove a PO Receipt

To edit or remove a PO after it has been received or removed from the Scheduled Tasks list, open Inventory
Manager module > Receiving> New PO Receipt.

S =

‘warchouse
Customer Receiving
Receiving

File Help

|33ues
Job Related
Houze Keeping

In the Receive from PO window, enter the PO # and press the <Tab key> to display the information. Select the
line item and then highlight the line item under Receipts (bottom half of the screen). Click Edit or Remove.

Streamline Solutions

Select Purchase Order ‘
2004 = JustIn Time ﬁl@

| Purchase Order Line ltems

[ Details [ v ca [ouebate [ ob# | Quartity | GtyRect |  orgCost| Recd
[FlPurcHasgE LisT N0 B4S 1.00 1.00 $EI00 Yes
RINT #101-COLOR Erly anaren fd5 414000 414000 §414  es
QHusky Otfset BO¥ Continuous dmm3442 320, Mizc 1,000.00 1,000.00 $580.00 Yes

Hem: PRINT #101-COLOR -ENY
Vendor: 001 - Just In Time

| Receipts

Date Total | Lom Cosl Docket Part/Final Recpt Mo
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— e

Printing Various Receipt-related Items
1. Select New PO Receipt (Inventory Manager module > Receiving)
—1loix]
File Help
Warehouse
C Reces

|
Overs/Retuns

am

New PO Recept

Item Transformation

r

Recy Manud Goods

2. Enter the PO # and press the <Tab> key to display the information. To print receipt tickets for all
receipts made against a PO, click View/Print All receipts.
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Streamline Solutions
Select Purchase Order |
3004 B | JustIn Time Y
| Purchase Order Line ltems |
| Details [ i | DueDate | Job# | Quantty | ctyRecd|  Orgcost| Recd
PURCHASE LIST SM2620.. 643 1.00 1.00 $63.00 Yes
PRINT #101-COLOR Enl 3M3R20.. 643 4,140.00 4,140.00 $4.14 Yes
G Husky Offzet G0# Continuous dmm3442 32620 iz 1,000.00 1,000.00 $350.00 Yes
4| 0|
tem:
Vendor:
Receipts
Date | Skids | 3 | Tatal | Uam | Cost | Diocket | Part/Final | Fecpt Mo
|
Receive Al i Print
[ Hew ] [ Edit ] l Remnve ] Job Related All receipts

Select the individual receipts, either by checking the box in the Tag column or using the Check All
button. Once the selections have been made, click the Print Rcpt Ticket button.

- o x|

Listing all the Receipts made aginst this PO

—

Tag]|Line # Details [ ttem# [ inved [ Fept# [ RoptDate [ RevdQy | =
| PURCHASE LISTPURCHASE LIST 15491 3nz22mes 1
|2 || FRINT #10 1-COLORPRINT #10 1-COLOR 15493 414/2M5 4140
3 |g Husky Offset G0H ContinuousHusky Offset 604 Co 3442 dmm3d442 19492 3M12/2m5 1000

|

Check Al I

UnCheck All
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B

To preview or print a Receipt, Skid Ticket or Skid Tag/Sticker for a single receipt, select the receipt and

click Print.

Receive from PO

Select Purchase Order

Streamline Solutions

Ly

|3004 | Justin Time
Purchase Order Line Items
Details | Inv cd | DueDate | Job# | Quantty | QtyRecd| OrgCost| Recd
PURCHASE LIST 3M220.. 645 1.00 1.00 $69.00  Yes
[Z1PRINT #10 1-cOLOR ENV 31320.. 645 414000  4,140.00 $414  Yes
[ Husky Offset 60# Continuous ~ dmm3442 312/20..  Misc 1,000.00  1,000.00 $580.00  Yes
< >
Item: 3442 - dmm3442 - Husky Offset 60# Continuous White 17 1/2
Vendor: 001 - Just In Time
[ Receipts |
3/12/2015 1.0 Yes 1,000.00 $580.00 1 Final 15432
< >
= Receive Al View/Print
J[ Edt.. || Bemove... | JobRelated | | Allrecepls

[ New ...

Prirt l

Receipt

[ Peen ]|

Frint ]

| Skid Ticket

| Preview | ’

Skid Tag / Sticker
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Approve Purchase Order before Printing
1. To approve a PO, select the Purchasing Approval Module.

[ # PurchasingApproval |

2. Under the Status column, insert a check mark in the gray box provided for each purchase order
approved.

3. Tolocate a single purchase order to approve, enter the purchase order number in the PO No field and
select Load PO Items.

You can also enter the Vendors account number to display the purchase orders requiring approval for
the selected vendor. By not entering a specific purchase order number or vendor, and selecting Load
PO Items, PrintStream will load all purchase orders requiring approval.

4. To change the way the list is sorted, single-click the Due Date, Order #, Job # or Status column bars.

Note If you want the Purchasing Approval option turned ‘on’ or ‘off’, see your PrintStream System
Administrator.

X |

—Purchase Order ltems
Due Date | Order# | Job# | Details [ PO Cost | Notes Status =
2M18/2015 Ja008 4949494949 Heidelhery 240 Plates 3125 Approved 2
AME20158 3011 100088 Husky Offset 50# 24 33696 Approved &
82015 (3011 1000849 Husky Offset 50# 24.53088 Approved &
2018 3011 999999 Widoets 285 Approved £
82015 (3011 4949494949 Husky Offset 50# 1] Approved &
2018 3011 epejelelele} MREAMEWS COTTOM T-SHIRT 2280 Approved £
IMeZ01a 3011 995959 Heidelberg 240 Plates Mza Approved S
227015 3014 100210 Mailing List 31.25 Approved £
33002015 3014 4949494949 Husky Offset S0# 85 Approved &
302015 3016 999959 Husky Offzet 50# a5 Approved S
41172015 3017 99599499 Baseball’Softhall Line Up Card 200 Approved 1
462015 3018 999959 2015 Score Cards 625 Approved &
472015 3014 49994949 Husky Offset 50# YWeh 117245 Approved &
401302015 3020 995599 Fortune Gloss Book 80# Lhs 1500 Approved J—I
| ol

PO Information

Vendor : [500 -- Draper Paper Quantity: (250

Jdob#:  [wisc. JoB Status: [not Received

—Select

Poma: | = fendar | = =

[ Just Mot Approved Yet Load PO tems |

Switch Company Save Changes Close |
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PO Reports

To view reports, select Reports > PO Reports.

2z Purchasing for the Company : {01) Streamline Solutions - (0100) 01 €
File Uty Purchase Order  Wiew | Reports  Window  Options

Print | Yiew Multiple POs

—Select a Report

{2 PO Receipts &corual Report

[* This repart will not include items that were AP Invoiced or Dummy Invoiced]
O PO Withaut AP Invoices Repart
2 Untpproved PO Repart

—options

Finaly Delivered Fram Date :I g M352002 vl To Date :I 4 1452015 vl
Partialy Defivered  From Date :I 2 /25/2009 'I To Date :I 4 fn412ms 'I

—Sort Orcler
PO ) PO Date ) vendar Mame O GLCode #

View ——————
[@nesen 0o

There are four reports available:

Overdue PO Report — Lists all PO’s that have not been received as final. It can be sorted by PO#, PO Date,
Vendor Name or GL Code#.

Stream kne Solutions
Oate & rume Priated
Purchase Order Over Due Report 192015 108:3280
sor
Po#  Line# PODae DusDaie  supplier Detsits sb#  Ordercry  status Author
o T Tromoo  snemoso  mai company Wusky Onser 708 s o708 panal sueLLen
a4 T imsmon 12182001 Mal Company tings o 1000 pans s
® oemmm 15002 Mai Company as 7n 1 Paral L
w T uvmoz  inemosz  mal company st seass 10 pamsl s
p 2 emm2  smnos2  ai Company red envelopes soanse wogn pamal sueLLen
P 1 omomos  7Aneos  mai Company st saauss 1 pamal Lean
0 T inemsnn 110011 Prntng Company Testtar st soanse 00 Lean
052 gDt 180MO1Y DM Tes venor 012711 FO Backiated o 12411 soanss 100000 _paral o
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PO Receipts Accrual Report — lists all PO receipts which have not yet been AP invoiced or dummy invoiced, for
a specific date range. It can be sorted by PO#, PO Date, Vendor Name or GL Code#. This report is used to
determine numbers for an AP accrual entry at month end.

Stream lino Solutio s

Purchase Order Receipts Accrual Report *

Dte & Time Printed : 41972015 1:10:33P00
From Delivecy Date; 1432002 To 4/14/2015 For
PO# Line# PODate DueDate  Supplier Details 6L Code Job # cost Order oty
Order #: 3
3 T A IAEATEE Fesmaser Draper FROG RAMNING (Buyout) EIEIRET) 3 $a32.00 T
DelDate : 2262000 Del Oty : 2 Cost: § 34200 Status - PART
242 32200 100
Order # 9
B T 000 7A0A000  OF Houwss e G programming TT8T-01-1200 ® Fae2100 "
DelDats © 22672000 Dely s 213 Cost: §352100 Status : PART
213 $3821.00 17.00

PO Without AP Invoice Report — can be filtered for final and partial receipts, using specific date
statuses. This report will also include receipts that have been dummy invoiced.

ranges for both

Stream dne Soutions

Purchase Orders Awaiting Invoices Report OFeFinted ana0ts  wteinon
For
Fegetorzs
[ [—
w aoe rem o b A wom o o s oot oot o o
T T —— e e ] > wm s
e 1w Fiwgcampan e e w Tm uscwseLsT
el @ Fcmpan e e e ows @ [t
Useaiz omuven omn Teetvenoor i R — e
(G2 DMIVEN DU Testve ot Tuen sumen: e GROD  ammm otz re o R Tet
(G1z DMIVEN DM Tertvebder Te o en e wm wmm ownzrer mn e
4102012 Mspac:  aotor 21 Fhal 1 4102012 ) mm I a2 TdgdBga a0 o pe rint
R
isan1z _owuven oun Testueidor aw e smumans  sees om_com owsizr o8 e Test

Unapproved PO Report - lists all open PO’s which have not yet been marked as approved. This report can be
run for a specific date range or it can be generated to include all unapproved purchase orders.

Streamline Sojutions

Purchase Orders UnApproved Report FrintDate & Time ARG pisEEA
For

oo e

. s ot o cort ot b it
T T cowmT W =
@ e s T e oae ok 08 =
1L 120132008 1241372005 seneen 28MM  Husky OsetsT# W eb s
e e omm s i nomarciams e po =

@ o omm s aem sporegs =
s s s me - sney




50 ® EFI PrintStream | User Guide

Utilities

The Utility option on the taskbar in the Purchasing program provides two utilities.

Z Purchasing for the Company : (01) Streamline Solutions - (0100) 01 5
File | utiity Purchase Order View Reports Window Options Help

[y|;  MerkPurchase Orders as Closed
Delete this PO
Purcuasing

Purchase Orders

Mark Purchase Orders as Closed

The first utility, Mark Purchase Orders as Closed, is a utility which allows the user to mark outstanding
purchase orders as closed. You will need to obtain the password to access this utility from your PrintStream
support person. An outstanding purchase order is a purchase order that has been received, but not AP invoiced.

This utility has consequences if not used properly. Please see the ramifications for the different purchase order
types.

Inventory purchase orders — When an inventory purchase order is received into PrintStream, the quantity of
the item as well as the value per the purchase order price will be updated. The general ledger is not updated
with the value of this purchase until the AP invoice is entered. If this utility is used on an inventory purchase
order, the only way the general ledger will be updated to reflect this purchase is if 1) a journal entry is created to
debit the inventory asset account or 2), a miscellaneous AP invoice is entered and coded to the inventory asset
account.

Job related purchase orders — When a job-related purchase order is received into PrintStream, the costing
against the job is updated based on the value on the purchase order. If the AP invoice is not entered prior to the
final AR invoice is created for the job, a dummy invoice (cost accrual), will take place on the final AR invoice to
accommodate the outstanding purchase order. If this utility is used on a job-related purchase order, the dummy
AR invoice will remain on the Dummy AP Invoice report. This report is the subsidiary for the AP without Invoice
general ledger account. The only way this report can be cleared is to enter the AP invoice to the job-related
purchase order. Therefore, the dates for this report will have to be changed to only reflect a current range, or a
manual calculation will be required to back-out the value of this outstanding purchase order. Itis NOT
recommended to use this utility on job related purchase orders. Instead, enter an AP invoice into
PrintStream, associate it to the job-related purchase order, enter a miscellaneous item to this invoice and
allocate the miscellaneous line to the same expense account impacted during the dummy invoice process.

Miscellaneous purchase orders — This utility does not have any adverse effect on miscellaneous purchase
orders.
To use Mark Purchase Orders as Closed

1. In the Bulk Close PO window, select either the Use Due Date or Use PO Date option, and define the
From and To dates. Click Load Uninvoiced button. The grid will load based on the criteria entered.

" Use Due Date for date Range  Form Date |13 /4 /om5 +| To Date IaﬂE/zma -

% Use PO Date for date Range

Load Uninvoiced

PO Line Dusl YendorAc | Yendor Related Job o7y ary =
Close PO Ling Date PO Date No Hame PO Number |PO Line|  Amaunt Nurmber Ordered Received
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Select the checkbox in the Close PO Line column to choose the purchase orders you want to close.

Or, select the Mark All option to choose all POs. The Mark Zero Amount option will select the
purchase orders that have a $0.00 value. If either radio option is used, then select Check All Records.

After the purchase orders have been selected, click the Close Marked button.

" Use Due Date for date Range  Form Date 5 14 o5 «| To Date Ians/zms -

¢ Use PO Date for date Range

Load Uninvoiced |

Clase PO Line "2 BZ?eDuel PO Date | Venﬂgl b VE::‘EI PO Mumber |PO Line| — Amount F\ﬂit;g:'oh DEﬁ:r;d He?:l;ed_l
1 3412/2M5  3412/2M56 001 Just In Time | 3004 1 B3 E45 1
[ 2 ¥ 341372015 3/12/2015 001 Just In Time | 3004 2 4.14 £45 4140 4141
[ 3] I 34112/2m5  3412/2015 00 Just In Time | 3004 3 580 933353 1000 100
[ 4 | i 3410/2M5 34104206 500 Draper Papel 2000 1 2100 999393 10000 !
[ 5 |« 341372015 341172015500 Draper Paper 3001 1 85 999593 1000 [
6 |4 3413/2M5 3/11/205 500 Draper Paper 3001 2 250 993353 50 |

| of]

o+ Mark Al
£ Mark Zero Amount Fir Incomplete Data |

Print List IE\usaMaIkEdI Cose |

PrintStream will provide the following confirmation after marking the selected purchase orders to close.
Click OK.

Do

! E Checked Lines are marked as closed .
L]




52 @ EFI PrintStream | User Guide

4. In the event a purchase order marked as cleared continues to show on an open purchase order report,
click Fix Incomplete Data. This option will confirm the ORDTRANS table is updated with the
information that the purchase order(s) has been marked as cleared.

%
" Use Due Date for date Range  Form Date '3 /9 yoms +| To Date I 3 /115/2015 -
% Use PO Date for date Range
Load Uninvoiced I
PO Line Dug| Wendor Ac Wendor Related Job aTy ary  *
Clage PO Line| Date | PO Date | No Hame PO Number (PO Line|  Amaount Number Ordered Hecelvad_l
1 312/2M5 341272015 001 Just In Time | 3004 1 [=:] 645 1
2 |4 3413/2M5  3412/2M56 001 Just In Time | 3004 2 4.14 E45 4140 4141
3 | 3412/2M5  3412/2016 0M Just In Time | 2004 3 =] 999393 1000 100
419 3A13/25 341172015 500 Draper Pape 2001 1 a5 999333 1000 I
5 o 3413/2M5 3/11/2M5 500 Draper Pape 3001 2 250 9933593 50 |

| o
& Mark Al
Eheclll ool  Mark Zero Amaount I Fix Incomplete Data I

Erint List Cloze Marked | Cloze |

Delete This PO

The second utility is the ability to delete a purchase order.

Note A purchase order can be deleted if it does not have any line items on it.

utions - ([
Whind o

File Utility Purchase Order Wiew Reports

=-[F] Purchase Orders
[]ro 3004 JustinTi PO#[3021] deleted.
[]PO 3021 Printing ©
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AP Invoicing PO Receipts

Vendor Invoice for a Single Purchase Order Receipt

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, - Commented [MB2]: Review this section. Seemsvery

. . . . . . reduntant. Not sure if this is how the program works or if
1. [Create a batch as described in the AP Invoicing Entry document| or continue working within anun- there was a copy/paste mistake. e

posted batch. s N Brandon Turpin - this is just how the program works.

2. Create a new invoice by right clicking the batch number and selecting New Invoice. Or from the toolbar Commented [MB3]: | do not see this in the doc.
select Batch > New Invoice. On the AP Header screen define the invoice number, date, vendor, Brandon Turpin — identified correct location of the
etc. There are two methods of how to invoice a purchase order receipt. referenced document.

3. After defining the AP Header screen, click Save Header. From the Invoice Lines tab, click the New PO
Line button on the Invoice Line task bar. If the purchase order you are invoicing against was received
elsewhere in PrintStream, select the Order Receipts option.

& AP Invoicing - Company: 01-Streamline Solutions - Plant Code: 0100 (=[] % J
[[File _Batch_Help
| Tl
ing Inwoice Header  Invoice Lines | Alacations |
ive Batches | Posted Balehes | Mew Mise. Line Mew PO Lins MuliFO Selection | Ediline | MewJob Fielated Line |
3085 - New balch
3086 - Credit Batch Mew From % Template Copy From Irwoice Add Trans toLine | Delete Line
=-5b 3087 - 0
7 It pooes Q| Unit Price | Sub Total | Tax Cods | Tax | NetAmount | Dissection Cods | Description [P
New PO Line =]
Step 1 of 2 - Select PO Receip
Order, Address # Order Date:
Vendor f;
@ OnderRecepts AuoReceiveasFinal  ( fiaeticeire Balence on
Docketh | DelDate [ P/F | Job# [ Quanity | Description Invoicett_| Batohit
El [ ] »
Cancel | « Eackl Hent >>| Save | Start Wew Misc Line | Save And New nveics
< i ] »
Batohtt: 3087 - Date: 8/10/2008 (1 invoicsi), $0.00) Invoios#: poT06S - Date: 7431 /2008 - ublotal $0.00 - Ta: $0.00 - Totel $0.00 - Vendor Code 100 |
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- e

4. In the order field provided, enter the purchase order number, or with your cursor in the field, use the
up/down arrow key on the keyboard to scroll through the available purchase orders. Once selected,
press <Tab> and the line items from the purchase order received elsewhere in PrintStream will display
showing the receipt date, part or final receipt, quantity received and a description. If the receipt is
marked as final, then you can proceed to invoice.

Any purchase order line item, or partial line item, that has been previously AP invoiced will not display
for selection.

[o/=] = ]

& AP Invoicing - Company: 01-Streamline Solutions — Plant Code: 0100

[File Batch Help

| 7| #
AP 2

sl Baches | Posted Batches | Mew Misc. Line NewPOLine | MuiPO Selection|  EdiLine | Newdob Releted Line |

3085 - New hatch

Inveice Headsr  Invoics Lines | Alcations |

3085 - Credi Batch New Fram % Template | Copy FromInvice | Add Trans. toLine | Delete Line
= Oty | UnitPrice | Sub Total| TasCode|  Taw|  Netamount [ Dissection Code | Description [ PO
It pol 085

New PO Line
~S8tep1 of 2 - Select PO il

Order. [1095 - sadess ;. [HEM Order Date:
Vendor # Printing Company
£~ AuloReceive Balance on

i Order Receipte " Auto-Receive as Final Fartial Receipts

Order Receipts

o | | 3333 (D woul] L [0

Cancel | <« ok | Het>s | Sove | St bew Mise Line | Save And Mew Invoice

o] m ] v

Batch#t: 3087 - Date: 8/10/2009 (1 invoice(s], $0.00] Irreoicett: pol085 - Date: 7/31/2008 - Subtotak $0.00 - Tax: $0.00 - Totak $0.00 - Vendor Code: 100 A
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5. Select the purchase order line and then click Next (you can also double-click on the line item) to open
the Add New PO Related Line window.

& AP Invoicing - Company: 01-Streamline Solutions -— Plant Code: 0100 [=[E@] = ]
[[File Batch Help
Invoice Headsr Inveice Lines | Alacations |
Aolve Batches | Postad Batches | Hew Mise, Line Hew PO Line MukiPO Selection | Edtline | MewJob Related Line |
3085 - New batch
3086 - Credit Batch Mew From % Template | Copy From Invoice | Add Trans. toLine |  Delete Line
3067
" T3 It pot035 Gty | UnitPice| SubTolal| TasCode|  Tax| MetAmount | Dissection Code | Description [ Fo
Add New PO Related Line =]
Quantity Urit Price: SubTotal Total Tax Het Amount
[ 3% [ 001000000 33
~Deseription Tax Cad
o = %
. 000
~ Dissection Code / GL Account,
Lompany: [07 =
Branch: |11
Dept: [T ain Diepattrnent
= = Freight Cost -Line
tocoun: 00— = [ | I iino: be ncided
in invoice discount
[ | « Bankl Next >>| Save  |[TStant Now Miso Line | Save And New Invoice
ol i ] v
Batchil: 3097 - Date: 8/10/2009 (1 invoicefs), $0.00) [Invaicett po1085 - Date: 7/31/2008 - Subtatal: $0.00 - Tay, $0.00- Tatal: $0.00 - Vendor Code: 100 |

Make any necessary changes and then select either Save, Start New Misc Line or Save And New
Invoice. The purchase order line item selected will pull through onto the invoice.

Note You can edit the unit price, subtotal, description, tax code and dissection code fields for non-
inventory, finished goods, material inventory and paper inventory related purchase
orders. The unit price, subtotal, description and tax code fields can be edited for job related
purchase orders. If edits are required to material inventory purchase orders, it is highly
recommended the changes be made on the purchase order rather than at the time of AP
Invoicing.
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When the PO receipt address differs from that of the AP invoice, then the address field will have a red
background and a warning message will display. However, this warning will not prevent the PO line item

from being AP invoiced.

(=[] & ]

& AP Invoicing - Company: 01-Streamline Sclutions — Plant Code: 0100

[ File Batch Help

| 1 s
Inwoice Headsr Inveice Lines | Alcations |

Invoicing

Active Batches | Posted Batches |

3085 - Mew batch

3086 - Credit Batch

=7 3087
T Inwtt pol 085

Wew Mise. Line Mew PO Line MuliPO Selection | EditLine | MewJob Relsted Line |
Kew From % Template | Copy FromInveice | dd Trans. to Line | Delete Line
Oty [ UnitPrice| SubTotel| TaxCode|  Tau| MetAmount[ Dissection Cade | Description FO
New PO Line (=]

Order. 1085 -

~Step 1 of 2- Select PO Receip

address #: M

Piinting Company

o tmems w e

Order Date:

&% This PO receipt has a different address than the AP Invoice.

Is it OK to proceed and invoice the receipt?

Cancel |<< Eankl NExt))l

Save | Start New Misc Line | Save And New nvoice |

T

il

A

‘ Irveoicett po1085 - Date: 7/31/2009 - Subtotal: $0.00 - Taw $0.00 - Totak $0.00 - Yendor Cods: 100

Batchit: 3087 - Date: 8/10/2009 (1 invoice(z). $0.00]

If you do not see a receipt, or the receipt is a partial receipt for the PO line item you are trying to enter,

then you may be able to receive it into PrintStream at the same time the AP invoice is entered. This is
applicable for non-inventory and job-related purchase order line items only.
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PR

Select the Auto-Receive as Final option to display the PO line items that have not been received
elsewhere. Enter the purchase order number in the order field provided or, with your cursor in the field,
use the up/down arrow key on the keyboard to scroll through the purchase orders available. Once
selected, press <Tab> and the line items from the purchased order not received will display.

& AP Invoicing - Company: 01-Streamline Solutions -— Plant Code: 0100 [=[E] = )
[ File Batch Help

| 7| #

Inv

g Invoice Header  Invaice Lines | alocstions |

et Bahs | Posted Batches | Hew Mios: Line NenPOLine | MuliPOSelection| Edilie | NewlobRelaiedLine |
3065 - Hew batch

08 - Credt Batch New From % Template | Copy Fram Invaice | Add Trans. toLine | Delete Line
2087
I Il pol 085 O | UnitPice| SubTotal| TaxCode|  Tan| MetAmount| Dissection Code | Description PO
New PO Line =

~Step 1 of 2 - Select PO Receip!

Order.  [1092 - sadess [N ider Date:
verser LI

© Order Receipts & duioHeceive asFinal ’;:ﬁﬁjgz‘:‘zga‘a"“ °n

Order Receipts
Dockett Cost| P/F [ Job# | uantity | Deseiption Invaicett | Batchit

o $85.00 9333 100

<

L ] »

B! | « Eackl Het >>| Som || Senlisnis e

Save nd New Ivoios

Batchit: 3087 - Date: 81042003 (1 invoice(s), $0.00) ‘\r\voice“ po1085 - Date: 7/31/2003 - Subkatak $0.00 - Tawx $0.00 - Total $0.00 - Yendor Code: 100

A
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7.

Select the purchase order line item you wish to receive and then click Next (or double-click the line
item) to open the Auto-Received PO Line Item window.

n

& AP Invoicing - Company: 01-Streamline Solutions —- Plant Code: 0100 =] =
[ File Batch Help
| T |
yoicing Invoice Header  Ivoice Lines | alocations |
Active Botches | Postn Bt | Mew Mise, Line NewPOLine | BuliPD Selectin|  EdiLine | Newdob Relsted Line |
3085 - New batch
3086 - Credit Batch New From 5 Template | Copy From Invoice | &dd Trans toLine | Delete Line
3087
5 Invit pol 085 Oty| UritPrice [ SubTotsl| TawCode|  Taw| MetAmount| Dissection Code | Description [P0
Auto-Received PO Related Line
Quantity Urit Prics SubTotal Total Tax Net Amount
I 100 085000000 .00
~Desciip Tan G
= .
| o | 00 L
0.00
~Dissestion Cods / GL Accoun
-l
Dissectior; [T 10106000 = [
l—A
Lompary: [07 =
Branch; [10 cl
Dept: [10 = .
= Freight Cast - Line
Account: (5000 Je] 1 ateial Expense will nck b included
ninvoice discount
<<ﬂack| Hext >>| 8o | Start Mew Misc Line | Sl lwas

Batch#: 3087 - Date: 8/10/2009 1 irvoice(s),

, $0.00)

‘ Invoiced: pol085 - Date: 7/31/2009 - Subtatak $0.00 - Tax: $0.00 - Total: $0.00 - Vendor Code: 100

A |

Make any necessary changes and then select either Save, Start New Misc Line or Save And New

Invoice. The purchase order line item selected will pull through onto the invoice.

Note

to adjust the quantity received.

If the quantity you wish to mark as received is different from what was ordered, you should
NOT do the auto-receipt from the AP Invoicing program. Use the Inventory Manager program
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8. Selecting the Auto-Receive Balance on Partial Receipts option will display the remainder of PO line
items that have been partially received elsewhere. Enter the purchase order number in the order field
provided or, with your cursor in the field, use the up/down arrow key on the keyboard to scroll through

the purchase orders available. Once selected, press <Tab> and the remainder of the PO line items
partially received will display.

& AP Invoicing - Company: 01-Streamline Solutions — Plant Code: 0100

(=@ = |
[ File Batch Help
®| | sl
AP Invoicing Invoics Headar Imvoioa Lines | Allocstions |
Aoive Balohes | Posted Baches | New Misc: Line Mew FO Line Multi PO Selection | EditLine | MNew Job Related Line |
-7 3085 - New baich
7 3086 - Crect Balch New From % Templats | Copy FromInvoice | Add Trans. to Line | Delets Line
T 3087
T3 vt pol 085 Oty | UnitPrics | Sub Totel| TaxCods [ Tax| NetAmount | Dissestion Code | Dessiption [Po
New PO Line =]
~Step 1 of 2- Select PO Receip
Order:  [1089 - sodess . [
PERER 100 |Finiing Company

© OuerReceipts  ( aucReceve ssFinal ?:}ﬁ';&:‘;&fa‘a”“e on:

Order Receipts

Docketl Cost | P/F Job# | Quantity | Description Irvoicedt | Batchi
$18.50 3083

<[

i

Cancel | < Ean:kl et >>| Save | StatMew Misc Line

Save fnd New Jnvoice

<1

Baichi: 3087 - Date: 810/2003 (1 invoice(s), $0.00)

Invoicedt po1085 - Date: 7/31/2009 - Subtotal $0.00 - Tax: $0.00 - Totak $0.00 - Vendor Code: 100

A
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item) to open the Auto-Received PO Related Line window.

Select the purchase order line item you wish to receive and then click Next (or by double click the line

[ File Batch Help

& APInvoicing - Company: 01-Streamline Solutions — Plant Code: 0100

== = |

| T g

Invi

2
Active Batches | Pasted Batches |

3085 - New baich
3066 - Credt Batch
b 2087

T It pol085

Inwoice Header Invoice Lines | Allocations |

Mew Misc. Line | Hew PO Line I Muki PO EEIactmnl EdiLine | New Job He\aledL\nel

New From % Template | Copy From Invoice | Add Trare. to L\nel Delete Line |

Oty | Urit Price | Sub Total | Tax Code | Tax|  NetAmourt | Dissection Code | Description [ PO
Auto-Received PO Related Line [
Quantity Unit Price SubTotal Total Tt Net Amount
3 560000000 1650
-~ Desciipt Ta Cod

| 000 I

0oo

[~ Dissection Cade / GL

Dissection: [#/F Print j

LCompany: 17
[0

—
Branch: 11

[ —
pecount [200 =0

==

Freight Cast - Line:
I wil not be included

in invoice discount

{"Cancel I<<Eack| Nexl»l

Save | Start New Misc Line | Save And New [nvoice

<1

m,

| 3

Batchi#t: 3067 - Date: 87102009 (1 imvoicels], $0.00]

‘Invmceﬁ pol1085 - Date: 7/31/2009 - Subtatak $0.00 - Tax: $0.00 - Totak $0.00 - Vendor Code: 100

A

Make any necessary changes and then select either Save, Start New Misc Line or Save And New
Invoice. The purchase order line item selected will pull through onto the invoice.

Note

received.

If the quantity you wish to mark as received is different from what was ordered, you should not do the

auto-receipt from the AP Invoicing program. Use the Inventory Manager program to adjust the quantity
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Vendor Invoice for Multiple PO Receipts

To create a vendor invoice for Multiple PO receipts

1.

2.

(Create a batch as described as described in the AP Invoicing Entry document pr continue working ~ _ — { commented [MB4]: again, not seeing this.

within an un-posted batch. Brandon Turpin — identified correct location of the
referenced document.

Create a new invoice as instructed earlier in this document; define the invoice number, date, vendor,
etc. Select the Start PO Lines option to open the Multi PO Selection window.

& APInvoicing - Company: 01-Streamline Solutions —- Plant Code: 0100 [=[a] = |
File Batch Help
| 1| @
sl 5 Multi PO Selection ==
Invoic
Active Batches | Hon Invoice Receipts:
77 3085-N Oncer | Dockettt | Delivery Date| P/F| Jobtt | Quaniity Desciption Onder Date | Hon Posted| Address | 4|
= 2008- L
=% 30 1003 T 4/872008 | F | 99383 1000 FG lemwithlolpring  #/6/2008 K
I 1003 14/6/2003 | F | 933393 1000 Testing cid 20317 40672003 o FOE__| D
1005 14372003 | F | 99399 1000 thisis to test 20450 40372003 o
1005 1432009 | F | 993933 1000 This i anather fem to test 20 4/3/2009 o
1008 14/10/2009 | F | 993333 1000 For the progiammers 4/3/2008 o
1007 14/10/2009 | F | 8933 1000 Non inventory temreceived 4/10/2008 o
1008 140072008 | F 280 100 Just some job reahed buyout 4/10/2003 o
1009 141072009 | F | 993993 500000 Husky Offset BN Confinuous 4/10/2009 o
1009 141072009 | F | 993993 1505 For the progiammers 4/10/2009 o
1003 14/10/2009 | F | 99333 525000 Plain envelope 410/2008 o
1045 0/5/8/2003114 F | 11000 1000000 Bindery (Buyovt) 5/7/2003 o
1054 152202008 | P | 33308 12 5/22/2009 o
1064 0610720094 P | 993888 2 5/22/2009 o
1078 16/2/2009 | F | 99383 10000 test §/2/2008 o
1085 0612/200921 F 3010 3333 Die Cut Bupout] §/12/2009 o
1083 1802008 F a0 10 7/30/2009 ¥ o
1053 181072009 | F | 993939 100 8/10/2009 o
1034 181072009 | P | 993939 00 8/10/2009 1
1084 181072009 | F 39333 100 8/10/2008 1| _|
CIM | [
Selectl ‘ Deselect &l ‘ Inveics the Selscted Recsipts
T m T b
Batchit; 3097 -Dale; 8/10/2009 (1 ivrcice(s], $0.00) Invoice: 810002 - Dae: 7/71/2003 - Subtotak: $0.00 - Tasc $0,00 - Total: $0.00 - Vendar Cade: 100

Note  The purchase order line transactions displayed in the above grid are the receipts made to
purchase order line items. Purchase Order line transactions that have not yet been received
into PrintStream will not show in the Multi PO Selection grid.

e Line transactions displayed in red (as shown above) indicate the purchase order has been dummy
invoiced in AR Invoice Entry, but the AR invoice has not yet been posted. In this case, the AP
invoice cannot be entered until the AR invoice batch is posted or the dummy Invoice is removed
from the un-posted AR invoice.

e Line transactions displayed in white indicate the address of the PO receipts is different from the
address selected in the AP Invoice Header. PrintStream will provide a warning if one of these
receipts is selected, however, it will allow you proceed with invoicing the receipt.

e Line transactions displayed in yellow indicate the address of the PO receipts is the same as the
address selected in the AP Invoice Header.

e All received Non-Inventory, Job Related, Finished Goods, Material Inventory and Paper Inventory
purchase orders will display in the Multi PO Selection grid.
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3. To select the purchase order line items you want to invoice, select the grey checkbox at the beginning

of the line.
{& AP Invoicing - Company: 01-Streamline Solutions — Plant Code: 0100 [HEIFES
File Batch Help
*| 1| s
£ Mutti PO Selection . ==
AP 0ic = =
Active Batches | Hon Inveice Receipts:
# Order | Dockettt | Delivery Date P/F‘ Jobt | Duantiy ‘ Desciption | Oider Date |21 Posted | Address | %)
= 1003 1 4/6/2009 F 999333 1000 FG item with lot pricing 4/6/2003 0)
1003 14/6/2008 | F 339399 100D Tesiing cid 20317 4/6/2003 q FO8__| D
1008 14/3/2008 | F 993993 1000 thisis to lest 20450 4/9/2003 q
1005 14/3/2008 | F 339999 1000 Thisis another tem lo st 2C 4/3/2008 q
1008 141072008 | F 999999 1000 For the programmers /972003 q
1007 14/10/2008 | F 993999 1000 Neninventory item received |4/10/2003 q
1008 1441072003 F 2651 100 Just some job realted bupout ' 4/10/2009 0)
1003 1 441072003 F 999333 500000 Husky Offset B0# Continuous 4/10/2009 0)
1009 141072008 | F 333993 1508 For the programmers 471072003 q
1009 14/10/2008 | F 339999 525000 Plain envelope 4/10/2003 q
1045 05/2/2008 114 F 11000 1000000 Bindery (Bupoul) 5/7/2003 q
1084 16/22/2008 | F 99388 12 5/22/2003 q
1084 061020094 P 993000 2 5/22/2003 q
1079 1 6/2/2003 F 999333 10000 test 6/2/2003 0)
1085 0 6M12/2009 2 F 50 3333 Die Cut [Bupout] £/12/2009 0)
1089 18072008 F 3083 10 /3072003 Y q
1093 181042003 | F 993993 100 8/10/2003 q
1094 181072008 | F 993993 900 8/10/2003 1
1094 181072008 | F 993993 100 8/10/2003 1
A [ [
Select Al ‘ Deselect 4l ‘ Invoice the Selected Recelpts
il 0 y -
Batch#: 3087 - Date: 841072009 (1 invoice(s), $0.00] Invoice#t 810002 - Date: 7/31/2003 - Subtotal: $0.00 - Tax: $0.00 - Totak $0.00 - Vendor Code: 100

4. After selecting the PO line items to be invoiced, select the Invoice the Selected Receipts button. As
the program reads through the purchase order lines you have selected, you will see the lines change in
color to green. When the program has completed reading through your selections, select the X located
in the upper right-hand corner of the Multi PO Selection screen. The purchase order line transactions
will pull through onto the invoice line screen.

& APInvoicing - Company: 01-Streamline Selutions —- Plant Code: 0100 [=]=] =
File Batch Help
| 7| 4l
I3 Multi PO Selection . ==
AP Invol - -
Active Batches | Hon Invaice Receipts:
=20 3085 N | ‘ Order | Docket# [Defvery Datel F’/F‘ Joblt | Guanity ‘ Desoiption ‘ Drde Dot | Mo Posted | Adsfess | =
=7 3088 - Cn IS
& %5 3087 [ 14872003 F 993333 1000 FG tem withlolpicing  4/6/2008 0|
et 100 14/8/2009  F 999333 1000 Tesling cid 20917 406/2009 o FOo#__[D.
1005 1 4/9/2009 F 993333 1000 this is to test 20450 4/5/2009 1]
1005 14/3/2009  F 993333 1000 Thisis snother Rem o test 20 4/9/2009 i
100 14/10/2008  F 9933 1000 Forthe progiammers 4/3/2003 o
1007 14102009 F 999339 1000 Nen inventary item received 4/10/2009 [l
1008 1 4/10/2003 F 2651 100 Just some job realted bupout 4/10/2003 1]
1003 14/10/2003 F 993339 B000DD Husky Dffset 604 Continuou 4/10/2009 o
1008 14/10/2003 F 999339 1505 Forthe progiammers 4102008 0
1009 14102009 F 999339 525000 Plain envelope 4102009 0
1045 05/8/200911 F 11000 1000000 Bindery [Buyout] 5/7/2009 0]
1064 1/5/22/2008 P | 993988 12 5/22/2008 o
1084 0020084 P 999888 2 5/22/2008 0
1079 1 6/2/2009 F 993333 10000 test 6/2/2009 1]
1085 0 B/12/2008 2 F 5010 3333 Die Cut [Buyout] 64/12/2003 1]
1083 18102008 F 3083 10 7/30/2008 v o
1093 18102008 F 99993 100 /102009 [
1094 1 8/10/2003 P 993933 400 8/10/2003 1
1034 18102003 F 99333 100 8/10/2003 1
| v
Select Al ‘ Dsslect Al | { Inurise the Selected Receipts
T T ' v
Balohil: 3087 - Date: 8/10/2009 (1 invoicels], $0.00) Invoicet 510002 - Dale: 7/31/2009 - Suiblotal: $0.00 - Tas: $0.00 - Totak §0.00 - Yendor Code: 100
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To edit a purchase order line transaction in the invoice lines tab, you can either double click the line or
select the line and click Edit Line from the Invoice Lines toolbar. After the changes have been made,
select either Save, Start New Misc Line or Save and New Invoice.

i AP Invaicing - Company: 01-Streamline Solutions - Plant Code: 0100

l=l@] =

[ File Batch Help

¢| | sl
API ng Invoice Header  Iwois Lings | Allcations |

Active Batches | Posted Batches | NewMsc Le | HewPOLie

| MukiPO Selecuun| Editline | New.JobRelated Line |

3085 - New batch
3086 - Credit Batch

New Fram % Template | Copy From Invoice | Add Trans. to Line | Delete Line |

=5 2087 =

Net Amount | Dissection Cade | Description FO# D.

Oty [ Unit Price | Sub Total | Tax Code |
0

500,000... 0550000, 275,000.00
Edit PO Invoice Line - Docket#: 1

T5 Irwtt 10002
0.00

$275.000.00 0101011325

Husky Dffset 608 Con.,
mimers

]
]
mmE 1
1
1

Quaniity Unit Frice SubTotal

Total Tax

500,000.00 055000000 27500000 |EEE

Tan Cods

Ket Amaunt

Descrit

IHusky Offset 60# Continuous

(

| 000 AP

000

Dissection Cade / GL

Dissestion: [JT010717225 =
Lompany: 7

Branch: [11
Dept 01
P |

)

[~ will not be included

Freight Cost - Line

ininvaice discount

Save | Stant Mew s Line | Save And New Invcioe

h_______________________________, C

Batohl: 3087 - Date: 8/10/2003 (1 inwoice(s). $290,515.75)

| Invoicstt: 810002 - Date: 7/31/2008 - Subtotal: $230515.75 - Taw: §0.00 - Total: $290 515 75 - Yendor Code: 100 |

Note

The unit price, subtotal, description, tax code and dissection code fields can be edited for non-

inventory, finished goods, material inventory and paper inventory related purchase
orders. Only the unit price, subtotal, description and tax code fields can be edited for job
related purchase orders. Edits at the time of AP invoicing is not recommended for valued
inventory. Please make edits directly to the purchase order in Purchasing Entry.

Dissection/GL codes default according to the code reflected on the purchase order, not the dissection

code defined in the Vendor’'s MasterFile.

Changing the dollar amount of an invoice entered against a received inventory related purchase order

may change the average price value of the inventory.
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2014 Manage Supply Codes

Overview

This module was designed for the purpose of creating supply codes and generating purchase orders by

department in cases where materials that are not tracked through the PrintStream Inventory modules may be
ordered on a repetitive basis by one or more departments.

Manage Supply Codes allows you to create new codes for these materials as well as the editing of existing

codes. It is also possible to flag a supply code as Active or Inactive or to Delete a code, provided there is not an
open PO for the item.

It features a Supply Order List which shows On Order Quantity based upon open purchase orders by
department. The printed list is distributed to each department. Additional columns on the list, On Hand Quantity

and Order Quantity are filled out manually by each department and the list is returned to Purchasing to create
purchase orders.

There are options to print the list of supply codes by individual department or for all departments, to view
purchase orders created within the module, and in other Purchasing modules, and to search for existing
purchase orders. It is possible to view, edit, preview and print purchase orders from within the module. The
Search PO window displays the status of a purchase order as “no receipt’, “partial receipt” or “final receipt” as
well as the due date on the, PO#, and description of supply code and AP invoice status.

#; Manage Supply Codes

I Manage Supply Codes [ Print Ligts ] [ Order Supply Codes ] I Created PO's ] I Search PO ]
[~ Search
T el Code | = L | =
[~ Desclike ™ Dissection Code I ﬁ
[ Depattment _l: I™ Active Codes Dnly l Search ]
Active Code Desc uom -

7] (st |
| e
7| o]

Yendor(s) for

Department(s) using
Price |3 I]ept Id| Dept Hame

Def-ault Ac Ho Yendor Hame

LCancel
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Manage Supply Codes

; Manage Supply Codes

[ Manage Supply Codes [ Pt Lists l [ Orcler Supply Codes l I Created PO's ] [ Search PO l
Search
I~ Supply Code: = I Vendor I =
I~ Desclike T~ Dissection Code | =]
I~ Depattrnent = I~ Active Codes Only [ Sesrch ]
ade De o =
Add Supply Code
- 057835 HP 516454 Black Ik Caridge Each _|
v 1 1" Royal Blue Classic Anfique 80/Cin TN
k4 1142 1-1/2" Royal Blue Classic Antique 60/Ctn CTH Edit Supply Code
v /4 141/ Fioyal Blue Classic Anfique 70/Cin TN
v EY] 372 Roal Blus Classic Artique B0/Cn C e —
v 6 716" Royal Blue Classic Anlique 200/Cin C ==
v 2 72" Fiopal Blue Classic Antigue 120/Ctn C
v ) 4" Fioyal Blue Classic Antigue 160/Ctn c 5
4 »

Vendor(s) for Department(s) using

Price | Dept Id| Dept Hame

Default| Ac Ho Vendor Hame

Cancel

Search

You can search on all available Supply Codes by leaving all search options blank or select one or more of the
available search options to narrow your search results: Supply Code, Description, Department, Vendor,
Dissection Code. There is also an option to view only Active supply codes. Click Search to view results.

Add Supply Code

Enter the following fields to create a supply code and click Save when done.
e Code (20 character maximum)
e  Description (25 character maximum)
e UOM (Unit of Measure-alpha-numeric 25 character maximum)

Select Default Department, Departments are setup in Master Files Reports under Production
Departments.

e Select Default Vendor (pulls from Master Files Vendor)
e  Price per UOM
Tag one or more Departments that may order this item, select Dissection Code

Option to select additional vendors, select a different vendor enter the price and UOM then click Add to
Grid. Having one supply code with multiple vendors attached will give the user creating the PO’s the
ability to switch vendors on any supply code which has multiple vendors attached.
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i Add New Supply Code

Cade: GBC COMBS-101

Desc [GEC COMES 1

Uom BOX
Defeut Depatmert BET = Papatinden

Defaull Vendar  [020015 =] [Feerberg Gindery =
Default Vendor Fice 35 Per [250
Vendor | = = Tog[ Code |  DeptNeme | Dissc [Diss Search] «
) ] Prepress Dissc
Rtea | Fer i [2 ]2 202 P Dissc
3|0 W2 OffeetPress Dissc
Addto Grid 4 |0 402  webPress Dissc
[ &cho | Vendar Name [ Piice |4 [ 5 |J 502 Folding _ Dissc |
I 6 |4 552 Papetbindey 0102305410 _Disss_|
o Seorchoissectin i o S ey Dissc
Tode | o =1 |# 52 Finishing/Maiing Dissc
[ 755 [0102056100 _ Travel Experseia 9 [5 |72 Shipphg Dissc
[ 66 |0102356100  Travel Expenseiia
| 67 | 0102205100 Travel Expensetia
| B8 |0102245100  Travel Expensetii -
| 89 |0102306100  Travel Expense-Mia | j_‘
790 | 0102436100 Travel Expensetii
o1 |0102386100  Travel Expensetifa
798 |0102505100  Travel Expense-tif
794 | 0102486100 Travel Expensetifa
| 96 |0102208800  TrainingMig
796 |0102245800  TrainingMig
| 57 |0102308800  Trainingig B
798 |0102086800  Trainingig
| 99 |0102008230  Tolal Gain/fLoss] on Disposal
700 | 0102387200 Telephone - big
710 | 0102007200 Telephone - b
7102 | 0102385430 ISuEéhes Malhns
108 | (102305460 Supplies Headbands

Edit Supply Codes
Highlight the supply code and click Edit Supply Code.

#; Manage Supply Codes

Manage Supply Codes

[

Prirt Lists l l Order Supply Codes ] l Created PO's l [

Search PO

™ Supply Code:

I~ Dess ke I Dissecton Cor |
I~ Departmert = ™ b Codes Only |

= I Vendor

L] b

Search

Add Supply Code

CCOT0 12" % 36" Tuff Film Kluge
s HIT-CCO0G4 CCO0BA Dura- Cover 25" » 100" SMil Kluge all
s H1-CC005 CL005 Duplofoil 12 5 15' 2-Gided Kiuge all Edit Supply Code
[ GKRAFTS Master 60 Krinkle Kiaft Slt 9" ound
[

GKRAFT12

Master 607 Krinkle Kiaft i1 2"
T

[F-GLUSOLY

Release Cote Glue Salvent M-121 Gallon [Gallon

o0

Yendor(s) for GBC COMBS-101

Defaull|  AcHo ¥endor Hame
1 0201

Beddenberg Bindery

Delete Supply Code
Auctivate / Deactivate

Department(s) using GBC COMBS-101

Enter the changes and Save.
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Options to edit Code, Description, UOM, Default Dep’t, add new Vendor, select/deselect departments (same

options as available when adding new code)

Supply Code

Code GEC COMBS-101
Desc [GBC MBS T BLUE]
Uom BOx

Default Depatment [FR7 _‘; Papesbindery

Defaul Vendor 020076 =] [peddenberg Bindery =l
Default Yendor F’nce|35 Per |1
Vendor | =] = Tag[ Code | DeptMame | Disse [Diss Seach] =
Per 1 252 Prepress Disso
Pics | i 2 |0 302 Plae Dissc
5 3 |9 382 Offset Press Dissc.
Delete Yendor Add to Giid & | 402 webFress s |
AcHo | Verdor Name T_Price [ 5 [0 E02  Folding __ Disse |
D005 JEeddenberg Bindery F 6 |#¥ 552  Paperbindery 0102305410 __Disso
7 | e02 Casebindery Dissc
8 |« 652 Finishing M ailing 0102365430 __ Dissc
9 | 70z Shipping Dissc.
| ;IJ |
Selection Options:
Select / Clear All Departments
Report Options:
Preview to Screen
Print
Export
lManageSunn\yEndesl l Prirt Lists l l Order Supply Codes l [ Created PO's ] l Search PO ]
Tag [ Dept Hame
i Prepress
302 Plate
Olfset Press.
web Press
olding
aperbindery
asebindery
Firishing/Maling
hipping

S|

[ Sekectl H UnsE\echu] l . H
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Supply Order Sheet
Supply Order Sheets may be printed and distributed to each department. Supply Order Sheets display:
e Supply Code

e ltem Desc

¢ UOM

e On Order Quantity (-will display the quantity not yet received on an open PO)
e PONo

e Due Dt

e On Hand Qty (used to write in the amount currently on hand in the department)
e  Order Quantity (used to write in the amount the department is requesting to be added to a PO)
The completed sheets are returned to Purchasing for use in creating purchase orders.

Supply Order Sheet

E | Tod b &d&|pr I [ |8 Tous 54,064
Fievien |
Supply Order Sheet

Date 30005
Department Papeth indery
SupplyCode: ltemDesc UoM On Order Oty PO Ho Due Dt OnHandOty  OrderQty
proeass H18046 Heawy D uty Cartridge Staples [Box ] I ] [ |
[-ar7602 #ATTEGS 43 x 750 3118 12/8 Bubble wrap [Bundle [ [ [ | ]
I:-sa:tzae B0 % BO0* Folycoated flexal 130# W PiPaper ‘RnH ‘ ‘ ‘ | |

-POLY18 18" % 2400" 002 Item #001860 Foly Tubing Roll

T-402865 402985 72/0a 1/2" x 60D PG50 Masking Tape | Ral

T-434227 3"x% 450 Reinf. papertape 10/cs Case
I:T.51234 512840 36/cs Intertape #1100 2 x 50yd Clear ‘RnH ‘ ‘ ‘ | |
Erssere 5378 Permacal 25 ed Taps 1'36yds 38/ | Rl T I i T ]
':T.52753 627536 1" % 60yd PGEOS Masking Tape 36ies \ Rall ‘ ‘ ‘ | |
FT—ESZZWE 553476 2" 1000y #4371 Bicase carten tape ‘ Rell ‘ ‘ ‘ | |
')vz" 112" % 2" Drill bits for Challenge ‘Each ‘ ‘ ‘ | |
s 144" % 2% Dril Bits for Challenge [Each [ [ T I ]
‘)3/5" 313" % 2" Drill bits for Challenge \ Each \ ‘ ‘ | |

518" H/1B8" % 2" Drill bits for Challenge Each

86" 8/16" % 2" Drill bits for chanllenge Each

RILLE Wood O il Sticks 6-1/2 x 1-1/4 x 38 (Challenge) | Each
PRH.LS 8-0/18 x 1-1/8 x 38 W 0od D rill Sticks (Lamson} ‘Each ‘ ‘ ‘ | |
[pec comps-1o [eBC COMBS 1BLUE [eox | 20.00 | | [ ]

000 1026 41505

[pec-10z [eBC coMBs 15 RED [Box [ [ [ T I |
[-csaa0s [394 X304 < 12,125 o= 3806 12198 MM [Each | | | T I ]
kN42513 KNAZB18HES Muller Martini 3672 Side Blade ‘ Roll ‘ ‘ ‘ | |
fa-#1 Suckets #78 Black [Each [ [ T I ]
22 Green Suckers #77 [Eaen ] ] ] | |
fa-#= [Blue suskers Vo231 [Eaon [ [ T T [ |
Fiea T~ellow #22 Large Hole Minyl Sucker TEach T T T T T 1 i
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Order Supply Codes

To order supply codes

1. Opening screen defaults to show all items in all departments. Place a check next to the department to
close the list for departments that are not ordering supplies.

Manage Supp

[ Manage Supply Codes

[ Print Lists l l Order Supply Codes ] l Created PO's l [ Search PO ]

4302 |Plate
352 | Offset Press

402 |Web Press
Folding
Paperbindery
602 | Casebindery
€52 | Finishing/Mailing

UOH /00y D05 | DDl | Vedald | VesdoiNane | [Pice

GBC COGBC COMES 1" BLUE BOX 20.00 020015 Beddenberg Bindzry 35.00
702 | Shipping

Code Desc = e UOM ‘B/00y  OrdQty - DueDt: - Vendorld - VendorMame =00 [Price =
552012520127 20"x6000' B0GA STRAW ROLL 0.00 240011 Hpeds Carpenter Groy 3955
JZJ 3" 450' PAPER REINFORCED | CASE 240011 peds Carpenter Grou_. 3720
533 PACKING SLIPS ENYELOPES A EACH! 240011 Hpedy* Carpenter Grou| 1234
61358 61356 2" X 4% 35" 226 CORNE EACH 240011 Hpeds Carpenter Groy 39300
S-470703/4" 020 STEEL STRAPPING 1|ROLL 240011 pedy* Carpenter Giou 70.36
5.-463F 463636 JIFFY #4 SELF SEAL 10EACH 240011 Kpedw* Carpenter Giou| 28300

5J-4317 437177 100/CASE JIFFY PADDIEACH 240011 Hped Carpenter Grou 353?
3
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2. Select the item and click Order Supply Codes.
Enter order quantity, due date,
4. Default Vendor or option to select other vendors

# Manage Supply Codes

Manage Supply Codes

l Fink Lists ] l Order Supply Codes

[ Created PO's I l Search PO ]

WendorId. . Wendor Name

B/0Qy Oty
00 st

5.00(03/10/05 020022 |Boise Cascade Office 520 1
240011 et Carperter Giou 16500 1
240011 et Carperter Giou 5975 1
240011 pect Carpenter Giou | 8500 1
Search vendor
(R 3 = 450 Fieinf. paper tape 10/5: BEIE
512640 36/c3 Intettape #1100 2] Vendor(s) for
23 538763 Permacel 2-sided Tape 1
(=] 627536 1" = E0yd PE505 Maskin :l__\/endnr [E] I Vendor Name [~
553476 2" 1 1000yd #371 B/ca. 020023 [Eioise Cascade Office Praducts 1l

172" % 2" Drill bits for Challenge:
174" % 2" Drill Bits for Challenge | Each
378" % 2" Drill biks for Challenge | Eact
5/16" x 2" Drill bits for Challenge | E act

[V Show orly Diept with Items Refrech

5. After Quantities and dates are entered for all items click Create PO.
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Created PO’s

Created PO’s lists Purchase Orders created in the current session.

lanage Supply Codes

I l Drder Supply Codes ] l Created PO's l [ Search PO I

Manage Supply Dodes [ P Lits

|List of PO(s) created in this session

Order # Ord Date Vendor Acho
1037 020023

3/4/2005 Boise Cascade Dffice Products I

Double click on PO number to view line item

Select option to Preview or Print PO.

" Manage Supply Codes

Order Supply Codes ] [

Manage Supply Codes Created PO's Search PO

|

e ] |

|List of PO(s) created in this session

:Il Order # rd Date Vendor Achio

PO 266

Created for Company : Alaska Incorp
Orelered By [CHRIS

Order # 266 Date: 3752005
Revi o Rev Dt Rev By:

=] parPek Systems, Inc

= Currency Type IS4
=] P
umming Fax:
A, 30040

Vendor: [ADPAK
Address:

454 Narth Parkwaly

__| Ship Via

Ship To: [njaska Inc.
St To Attrtion: |

Address: |l oading Dock

[12300 % Alley Way
foandy T Banan-4534

Details [ Detais1 [ Duepste | sob# [ cuartity Amount
W echanical Pencil 05 41102005 0 10 516567
[
AddLine.. | EeitLie.. | DeleteLine..| Recsiving | Updstedob | ropg). 1667
Instructions | changes
(in Currency)

EmaiPO Freview Print Save Close

JSETES]
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Purchase Order

yHom 8 &d& | M Toen 100 Tof1

Purchase Order
‘www prinistraem aom 266
Fife copy
Vondor - Ad Pak Systerns, b
3454 Horl Patk Order bute 312005
o g
i) s o
E— chris
SwpTes Alaska e
Loadin Dock
12300 5 Ay Wiay Swa armntien
Sanay T 8i090-453+
s vie
P s nem uanriy mem ossepton vntpnce Per onen Gmsiam 1o
) o rerteLe 10 Wecnataatperat 02 Do e om = o
T #1657
—— om0

Totat Tax $0.00
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Search PO

The Search PO window has similar options to the Purchasing module search screen with the exception of the
Inventory fields (since this module is used to track non inventoried materials, only the Item # is not used here.)

¢« PO

e  Supply Code

e Vendor

e Item Number (not functional in this module-for Inventory only)
e Due Dt greater than

e Partor Final

#; Manage Supply Codes = I
[ Manage Supply Codes [ Print Lists ] I Order Supply Codes I Created PO's I l Search PO ]

' PO N |1 026 ﬁ JAuthor:-CHRIS, Date:-3/2/2005 Creditor: 020015

i Supply Code I ﬁ |

i endor I ﬁ |

[— |
& tem # | =
" Search Text | Dug Ot grester than [1/5/2005 V¥ Part ¥ Final

Orde endo Neta Due Date ob # em # ode a Pa al [ Org Co

4 | »
Search ] [ Select ]

LCancel
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B
2014 Scheduled Purchasing

The Scheduled Purchasing module helps you to manage your purchasing and inventory departments. The status
of all purchasing transactions and inventory requirements can be viewed from this window. This program was
developed primarily for the print and print and mail industry. Scheduled Purchasing works in conjunction with the
Paper Reservation Screen found in both the print and print and mail programs.

Task List

The information in this tab is the status of inventory materials attached to jobs. The filters allow you to sort by a

single job or filter selection by inventory statuses on jobs. To sort by job, enter the job number in the Job #field|

- -| Commented [MB5]: The screen shtos show a search by
and click the Search button. date and not by job#
] Brandon Turpin — updated screenshots.
= Task Lint invertoy | Puchasig | Shesing | POMorter | Repars |
Searen crteria .

00160 =
wos fi El

swtos [&omrs E emande [sromrs Bl T e Testions
seecton Tpe | 5| oyvios | e —
vendor | = B Nre - [Biasia oe.
evar e e —— [CRRT— ook s

[ [ Jobx | oy |

T ——
T — e [
e e |
N e — s [
B e e
e el e
~eix
Taktit Wertoy | Pushsng | Sweetng | FOMontx Repots
ot
i T -
smtous [0 El awoue [omoans [ T RGTeianT
SelctinType | = v | N
— = =
v | = = oo s
Estomiox
T e — o — firaors
[~ sobr | [ etas | S | P | Vendor | PONO_ | SohDt_[Rocva [PODuS | Workiow |
) 000 s [Conlua Gos Bok 608 FPES Booka OF House . 0 N B Feserved P
T ) 20 Carons {96117 Catons -1 1/4 83412 o (73 (327201 {Resaeed z
o | dJ
Nows
P — e [
oot [ e |
o — e e —
e T ot E— Savetioms
Trecords osied

L Con o [ ][ ]
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All inventory items related to this job are listed. The Workflow column indicates the status of each inventory item
on the job. The statuses are as follows.

e Ord/Rsv: This status indicates that the inventory item has been ordered and reserved. The purchase
order number is displayed in the PONO column. You can view or edit the PO for this item by right-
mouse clicking on the line.

¢ Un-Confirmed: Indicates that the inventory item has not been reserved for the job.

e Reserved: These inventory items have been reserved for this job.
If you want to update the status for any of these items double-click the line to open the Paper Reservation
window. As you click on each line, the relevant information for that item is displayed at the bottom of the screen.
Search Criteria

This feature allows you to select the dates for filtering the information displayed on the screen. The search
criteria are used with the Selection feature. You can search by the following methods:

e All: Includes all inventory items for all dates sorted by job and job due date.

e Start Date/End Date: Includes all items for all jobs with due dates between start and end date
specified.

e Selection Type: Filters the information displayed on the screen by category and search criteria
e Vendor: Displays information for selected Vendor Only.

o Key Word: Filters display of Details based on Key Words entered.

Completed Jobs Selection

e Completed Jobs: Displays inventory items for all jobs invoiced as final.

A% Material Requirement NEE
Fie
TeskUst | ey | Puchwng | Sheeing | FOMontor | Repors |
Search G
© Al b ,7;1
3|
Start Date Immns j EnctDete [ 7312008 j e
Seection Type. [Completed Jobs = ey Word cust code ,7
Vendor ;‘I =| Name
= = [
¥ Direct sst I VewslParts [ i Jobs IV Prit Jobs. ¥ lgnore unschectied tasks
[ [ Jgob® | aty oM | _ betls |  See | Pat | __ Vendor | PONO | SohDt |Recvd [PODuc| Workiow | B3|
] adl __ 000]Shes. ®0 120000 AM InConfirmec .
] 20 000shs. %0 12/30/2008 nConfimes u
5 %0 omshs +0 12/30/2008 nConfimed v
= 3 000[shs w0 T2/31/2008 At e v
] 231 321500/Sts. | Camival Cover 0100 P 454 page 7y nCorfime: P
] 12 000 Shts I 41572008 nCorfime: u
5 T3] 000 Shis x 41502008 nConfimed v
] T2 000 Shts. 5 120000 AM nCorfime: W
B % omshs R 12000044 nConfimed v
[ 201 000Shes 1 120000 AM InConfirmec i
=] 283 000Shts 1 12/31/2008 InConfirmes W
5 20 000[shs m 1272012008 e v
] 231 160.00Shs. | Carival Cover 0100 P Postcard 7y nCorfime: P
] 21 2309.00/Shts. | Camival Cover 100 8140 4-4pp Dol Shest NA nConfime: P
] 251 121400 Shis. | Carival Test 0100 335 stent /A P
D A e B e e e 5 &
Job Mo an:l Tile rllum Drop Job
Cust Coce rn_u | tene iR neumscs
Csk anka Rymkdiowicz Estimsior W Planrer ,7
e T e Rl
15 records lnaded
= s e e
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Need to Order Selection

e Need to Order: displays all items by job number that have been reserved or unconfirmed where the
inventory commitment is more than the available on hand quantity.

A7 Material Requirement NEIEY

File:
Toklt | e | Pucheho |  Sheeins | POMontr | Repors |
Searcn
&l oo =
=
sanose [o7wn K o [7 172008 [ |
Selction Type [ Need To Order E vy e [
Vendor = =
e
| = I
[ Direct sl [~ ViewsllPlarts [ Mai obs ¥ Print Jobs. ¥ lgnore unschected tasks.
[~ Vendor | PONO | SchiX [Recud [PODuc| workiow | B
=
-
E
E
E
[0 ks arnival Cover™ 0100 1aper Paper
E COLOR POST CARDS GN CARNIVAL G et
(1 ival Cover™ 0100 8% 40
-
[+ pe 3 1 12 white
[ s arnival Cover™ 0100 ® osteards 1aper Paper 2y e servec
[ s amival Cover™ 0100 ® Yosteards 1aper Paper b leservec
[ s amival Cover™ 0100 % ostoards. aper Paper A e serveC
[ s arnival Cover™0100 ) Yosteards 1aper Paper oy e servec
[ s arnival Cover™ 0100 ® ‘osteards 1aper Paper &y e servec
<l = =
JobMo 1250 Title Iskyier'snrslair\nmyM iling
Cust Cade: Fﬂnl] | tane fifson Company
csR an“ Account Estimator hm.m,“,‘ Plrer ,7
Press Fwneidelherg Press Size F1mxza B Paper Size Fim;

115 records loaded.

[ ] 1 =1 = 1 =
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Order Items

Items can be directly ordered through this window by clicking on the box for the line item to order and then

clicking the Order button.

A% Material Requirement

oo fiz83

e
T
Fress  £40 Heidelberg

==l x]
i
Tasklst | inventoy | Puchwsing |  Sheeing | FOMontr | Aepots |
gearch C I
a TN g
Siiah | e Created for Company :
Selection Type. [Need To Orcer Order # [~ 620 Date: [g2coo0s  OrderedBy:fs Fef: _
Rt f ReDt[  Reuby
wendor ,7
Vendor: =] =] Currenoy Type [
e R S e i
0 —
0 | schDt|[Recud [PODue | Workflow |
. — jnConfimed > |
arivaiCover-onc P 19 | Lo st i [
COLOR POSTCAF Aderess: [ Shin o Aerkon: [ EmE
ini eserver
ariva eserve:
coL eserve:
Cortimed [P
& nCorfimed
28/2008 v
" i eserver
" 0 eserver
ariva o eserve:
A eserve:
amival Cov A eserve:

A Line. Edit Line. Delete Line. Recsiing | Update Job | g pqy. 3835 34
nstructions | changes

(in Currency)

Header | prpo | preview Privt save Close
Press Size hﬂm Paper Size b w0

115 records loaded.

_

e e e

The PO Window

The PO window displays the line item information for the selected line. Fill in the Vendor and Ship To information
and then edit the line to enter due dates and confirm quantities and pricing, then Save the PO.

You can select multiple lines for inventory on the same job and different jobs if they are for the same vendor and
they will all be added as different line items on the PO. Once the PO’s have been created and saved the screen

will refresh and all the ordered items will drop off the listing.
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Ordered Selection

e Ordered: Displays all items that are currently ordered. You can view or edit the PO for any item by
right-mouse clicking on the line that you want to edit or view. This window also shows the PO due date
and receipt date of the PO.

A%j aterial Requirement _|= x|
Fie
Tasklst | iwemoy | Puchasng |  Sheeing | FOMonier |  Repots |
Search o
© Al b j
StartDute [6 252008 [ S e [ e |
Selection Type [ Ordered = Key Word I . ,7
Vendor I ;‘I = e
= = [
I~ Diect sst I VewslParts [ i dobs IV Prit Jobs. I~ lgnore unschectied tasks
23 724000[5hts. | Eny 248 NonWindow 41/849172 H10Envelpe Urisource Paper Company 6/15/2004
= 2 1035.00/Shts. | Husky Dffset 705 el e P ey [5/a072004
E] &7 29555.00| Shts. | Huisky Difset 708 243 16098 12311 5ht Urisoutce Paper Company [a/1072008
] 71 1.00 ATAENTRY (Buou]
] 71 1.00 FOGRAMMING (Buyou)
] 71 5000000 URCHASE LIST
B e 100 ATAENTRY (Buou]
E] 1078 5860,00/Shts.__ | Camival Cover 0100 242 Cover 85411 2up Diraper Paper
] 21 161700 s usky Dffset" 100 3 Text Ah Diapet Paper
= 219 601700 shis | Camival Test ™ TR Main Diager Paper
] 220 34926,00 . isky Difset™“100 £ 48paTen
B 27 1000000 ] TexT ) 772006
| 302) 0.00shts armival Cover 0100 28440 ovr Diaper Paper (609 [6/23/2008 £/23/20
o | »
Job Mo, Tile I
Cust Coce ,— i |
csk ,7 Estinator ,7 Planner ,7
Press ,7 Press Size ,7 Paper Size ,—
13 records loadect
= el e ] e
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Other Selection Options

¢ Planner Replaced: This feature works with the Paper Reservation screen it shows any items where the
paper selected on the order does not match the reserved paper. These changes were made through
the Paper Reservation screen.

e Purchasing Replaced: Displays items where the paper selected on the order does not match the paper
reserved. In this case the reservation change was made through Scheduled Purchasing by clicking on
the line item to bring up the Paper Reservation window.

o Reserved: Shows all items by search criteria that are reserved.

e Un-Confirmed: Shows all items by search criteria that are not reserved.

e Special Order: Displays a list of all paper items that are not in inventory where the “Order” button was
checked in the Paper Reservation Screen. All these items are flagged to be ordered on Job Related
PO’s.

* Key Word: displays information for all items in search criteria that match the key word entered. The
key word must match part of the inventory description.

e Vendor: displays information for all items that are from the vendor selected. The vendors are attached

to the inventory items in Inventory Master File, Item Links screen.

A% Material Requirement NEE
Fie
TeskUst | ey | Puchwng | Sheeing | FOMontor | Repors |
Search G
© Al b =
3|
Start Date |m5mnns j EnciDete [ 6 252008 j ™ |
Seection Type [Reserved = ey Word [rusio] cust code ,7
Vendor ;‘I =| Name
I I=|
I~ Direct sst I VewslPlarts [ i Jobs IV Prit Jobs. I~ lgnore unschectied tasks
] 20 2257.00]shis Mok Difset 503 23x B0 81/2411 2up risource Paper Compary (236 2 7123/2007/23/20(Dic s
] a1 15817.00[shis | Huisky Olfset 508 ¥ 18098 1/25 11 risuce Paper Conpary i eserver
5 a2 13400.00]shis | Husky Offset 508 B [Tepg8 172511 R R e A 22/ B
5 a2 3365.00]shts__|Husky Dffset 50 i [Bp08 172411 2up -~ A 22/ b
B e 000[shts[Husky Dfset 503 x 16008 172311 I P e i 2123020
] 2 000/shs [Husky Offset 508 % [8pa 812611 2up risourcs Paper Company i ZEE eserve:
] &7 2966500/ shis__|Husky Difset 507 i 16pg8 172311 Sht risource Paper Compary ] /1072008 d/Rsv
] &7 329500shts | Husky Disel 503 i B0 81/2411 2up risouce Paper Company 3 3/5/200: eserved
E] a8 1625.00]lbs. | Leter for User Guide Letter 8 310720 eserved
] 7108 105195.00[s.|48pptet s for inventoyy test A 423720 eserved
= 1211 287100 lbs. | Husky DffsetWeb 0100 E Text Diager Paper —533 52772008 i/Rsv
o | >
dobMo  fi211 Tile Flg Huge Quote to test Combo Work Ticket
Cust Coce Is_nms | tene s Compeny
Csk Fue Smith e mewm Planner [.Ek Summer
Press B Teideiberg Press size Fi,m PaperSize By ad
1 recorcs loadet
= s e e
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Inventory

The Inventory window allows you to sort and manage all inventory items. It displays reservation information and
PO status for each inventory item displayed. Inventory items can be ordered for stock or related to specific jobs
in this window.

Inv Type

Select any of these options and click Search to filter the inventory display by these categories.

‘ﬁ Material Reguirement
File

Task List Irventory Purchasing I

I Iy T I Paper-Sheets j I

. Paper Rolls/Sheets: Has dollar value/asset account. For example, Paper, 60# Offset White (Print
system only).

. Materials: Has dollar value/asset account. For example, Ink, Labels, Plates, Film, Boxes.

. Finished Goods: Has dollar value/asset account. For example, Binders, Pre-Printed Shells, Boxes,
Diskettes used for a job.

Note  All of these options can be used in conjunction with any of the other options in this window to narrow
your search.

Type

There is a field in Master Files - Inventory in the Main Information Screen that will allow you to apply an Inventory
classification to each item. The inventory can then be filtered by these classifications: House, Consignment,
Customer Owned, Others.

‘E Material Requirement

File
Task List Irventory Purchaszing I
Iy Type IPaper-Sheets j
| Type IHouse jl
Category

This option applies to print and print and mail customers only. It allows you to sort by the “Paper Types” setup in
Master Files - Print under Miscellaneous. These paper types are linked to each paper in the Paper Master File.
(For example, Coated Book, Uncoated Book, Envelopes).

File
Task List Inventory Puchasing |
I Type I Paper-Sheets d
Type I House j

I Catecary [aBonaiottsst |
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Sub Category

This field works in conjunction with the Category option. It is also designed for print and print and mail customers
only. The subcategories are set up in Master Files Print in the Paper Types screen and are attached to the
individual papers in the Paper File.

Al

File
Task List Purchazing |
I Type I Paper-Sheets j
Type I House j
Category | 4 Bond/Offset =l
=ub Category I Bond Subcategory j
Job

This option will display a listing of the reserved materials for the job entered.

A Material Requirement

File
Task List

Puchasing |  Shesting | PO Monitor Repots |

Inv Type | Paper-Sheets j |Job Futms jll }Aprllimﬁ

tem [ =10

Item

Displays the status of the inventory item entered on the screen.

A% Material Reguirement

File
Task List Puchasing |  Sheetng | PO Monitor Repots |
I Type lm Jok rntms =] IApnl 2015
I |
Type lh’ fem 235 = IcEmura Gloss Book B0¥
it 1 Prod Cd =
Prod Cd

Searches by Product Code attached to Inventory

File

Taszk List Inwventary Purchasing I Sheeting I FO Monitor Feports I

= IAprn 20
=
ftem 3235 =] Fentura
.
e IHouse j j

P
Category IA-BDnd.fOffset j |Pr0d Cd J3330 aper

Inv Type IPaper—Shee{s = Jok |100215
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Due Dt Range

If this box is un-checked, then all items which meet the search criteria will be displayed regardless of the job
status.

If this option is checked, then you can set the date range to filter the display based only for items on jobs which
fall within that date range. The criteria that the date range uses are based on the “Reserve Due Dt” type
selected.

File

Task List Fuchasng |  Sheeting | PO Monitor Fepotts |

I Type [ Paper-Shests - ok Imnzws jl }AprilZmS
Type [House —_I, ftem ans ill Femuvse\nssﬂnnkﬁﬂ#
Cetegory l—_IA_BW,O,fw = Frod cd [3550 _ﬂ Paper

Sub Catesory | Bong Subcategory | ‘lp Bie 0 Rarge’ [4namns EIEREES |

I Looonc

Reserve Due Dt

This works with the date range selected and filters the information based on date range in the following ways:
Job Due Date, Scheduled Paper Approval Date, Paper Due Date, Scheduled plate making date, or Scheduled
printing date.

File
Task List Puchasing |  Sheetng | POMontor | Repats |
I Typs | Paper-Sheets = Jois roozwa = IAer 2015
=
Type [House ,j ftem F235 = Femura Gloss Book B0#
il
Categary l—_[A,Enan"w - Prod Cd (3930 %1 Paper
[l
Sub Categor =
ooy [ Bond Subcategory ¥ Dus Dt Range |4mmms jl YT -
Reserve Due Dt OB DUE =
I Clear al } L I =
Key

Displays inventory items whose descriptions match the text entered.

45 Material Requirernent —1&]]
i
Tkt I Puchero | Shesing | POMeria Repors |
inv Type [Paper-shests <] Job fioo21s. = it 2015 K loss
v Type [ Paper-hest | ot r = |Ap H |ev Im |
= I3 ; —
Color

This option allows you to sort by paper color and is only available for print and print and mail customers.

Note Before you can select a color you must first click Load which will load all of the paper colors into the
color window.

A waterial Requirement
File
Task List

Puchosing | Shestng | PO Montor Repots |

InvType [Paper-Sheets | Job. rnnz«s i |Apn\2ﬂ15 [ ,mm—
e [rome ] e [ Bl e =
|
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Weight

The display sorts papers by the basis weight entered. This is only available for print and print and mail
customers.

A3 iaterial Requirement
File

Puchasng |  Sheetna | PO Monitor Repots |

v Type [ Paper-shests | oy anm jl }Aprﬂzmﬁ ey lmm—
Type [ruse | tem F235 E fiire oss oo e N T —
cetegory [agoratieet x| Prod Cu (3350 —j Paper e o

Task List

Size

For print and print and mail customers only. Sorts papers by size entered. If searching for roll stock, then only the
roll width or first dimension is required.

4% Material Requirement.

Filo
toictn T Puchesno | Shesi | POMonir Repots |
ineType. [paper-sneets = wob iaEzrS = s e [Gos
[F | gl I
. o = o 55 =] [errs ows o cor oo [irte
e s o] =il I
Category. [R Bonaioiset | Groed) R welgt [0 SN X[=

Negative Avail

Displays all inventory items that have a negative balance due to over reservation of the inventory item.

A Waterial Requirement
File

Task List Puchasing |  Sheeing | POMontor |  Repons |

Inv Type: [ Paper-shests < Jab an;«s j‘ }A_p,ﬂ o7E - ,_GIDss
Type | House v tem ans jl 'Cervlura Gloss Book 604 Coler ,_Wh"
Category [[4 BondiOffset - Prot Gl 9990 —j Paper et ,ﬁ
Sub Categar: -
00ry [ Bond Subcategory [ Due Dt Range: I PV j | P = e

L T Beserus Dyt [I0BDUE =

Inc On Order

Displays items that have been ordered through a Purchase Order but are not yet received.

ATl Material Requirerne nt
File

TaskLia Puchasig | Sheetng | POMorkr hepots |

invType [Paper-sheets | Job 00215 j1 IApm 2015 Key IB\B&S
e frose 3] ten fiz3s j [reiora Gioss B 57 Cor e
Category [ Bonairtset - mee| 2 = gt [508 si
St Category.[Fond Subeategary =1 || ove ptrene [ renots [enumms | T Frr—
C m [i0B DUE |
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Below Min Qty

Displays all inventory items which have a minimum level set in Inventory Master File and the current amount on
hand is less than the minimum level.

A5 aterial Recuirement
File
Task List Puchasing | Sheetrg | PO Monior Repots |
v Type. [ Paper-Sheets | ok 100215 j‘ IApr\\ZMS Key IE\ass
|| fem 2% =] feriaacios moor conr e E
= =
Coteory [ gondotied 7] a0 = et [g05 = | X
Sub Catetry [ Bond Subcetegory =
IV Due bt Range: = ~|[sn4n0rs | ¥ Negative Aval v ncionorder |1V Below Min Gl
Besenie el OEDLE

Excl zero Qty

Excludes items with a zero quantity from being displayed.

B Waterial Requirement TR
okt I Puchesns | Sheetng | POMonor | Repots |
v Type. [Papercress | o [z = e ey [ooss
S
Categery [ Bonaiortet - e [0 =] Pepe Weigt [57 sze 3 x [
=
St Coegory [Gond Subcategon - Eretze 0|
ategory. ¥ Due Dt Range: [4namors =[5 nanors I MNegaiive Aval [V lnclonOrder [V BelowinGty [V Eiclzen
Beservenuey

All jobs that have Reservations for an Item

For each inventory item displayed you can see the status for: on hand, on order, allocated, available, minimum
level, vendor code and name.

If the inventory item shows numbers in the on order or allocated columns, then you can click on the item and it
will display, in the bottom left corner, all the jobs that have reservations for that item.

If there are numbers in the on-order column, then if you click on the item it will display the PO status for each PO
written for that item.
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Place an Order

If you want to place an order for items such as house inventory items that are not specifically related to a job,
then you can select the Tag column box in front of the line item information and click Create PO.

% atria) Regurement -5 x]
e
vk KT Puchess | Shesig | POMokr | Repors |
IneType. [Faper Shests £ b fioaziE = s Key [
[P = 2F [
B | ten fz orere Gomson cor oo [rnas = [
Poper
Coteoory [Rgoraiorist 3] s 2 = vt | sm R X
S Catsgory [Gora siocatogmy 5]
gy IV Due Dt Range: Tnanns <[5 nemars - ¥ Negaive Aval [ icionorder ¥ BeowMinGty 7 ExclzeoQty
T Reserve e 0t T — |
Cearst
s = onHand | Onorder | Curr Allocatod | Cale Alocated | Avsiable | MinLul | Vendor Ca | vendor tame |
5236/ 32%5 | Cenu los Book 60 hie 231 55 Te571289 0 19232577 o127 DPHaUSE 0P Hous e
| 3
~Resenvalns Grid Tolal Onen r5vd Gy 3
I Include Inaclive sy LT [ e [ Ducate | POMo | Vendor | OrdOty | Recd Gty
[ [Job# [ Customer | JobHame [Requied | Alocated | Issued | PONo [C | Task completed | =] |
[S1100231 Alsskalne.  ResewvaionTest  4/15/2015 10833 o o TN |
K | >lJ
Fresion Bin Son By  lentt Cimed [ p——— i@ Daye Search [ ceer
L 1

A% Material Requiremen
File
I |

Tosk Lt e Shestng PO Morstor | |

Reports

JRETE]

b [

I Tye. [paper-Sheets = =10

Type <

Created for Company :

ey

casgory | o] || ot [ P i .. e— m—
| Fev h Rew Dt ,— Rev By: ,—
sunCatsgory [ 3]
Ui = = oo [
T | adcress: ] L
[Tog [ tem [ v Coe_ [ —
= 0BK0MeR]
B oAkl

[PAPER APPROVAL )
| [ VendorCd [ Wendor Hame

&

020 ship Tos |
200 Whit

.| stV [

e s dress: |
Makers 50f Opq Sheet™" 0"

Stip o Aterdon: [

Receiving | Updte Job .
Add Line. EdiLine... | Deletebine..| L Coi | T8 e Total:
Header | prpo | preview Privt

save Close.

o

$0.00

(in Currency)

|

Bl

it

o]

Presion pint SOMBE @ pemt ® L@ Colorfems that ae Inaciv for: i Da Seatch
¥5 start Inbox-Mcr... | O 4advento.. | /7 Metarrame ... O ] st Flo -

e

© FE & o
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Purchasing

Create New

To create a new PO, select the Create New button. Then select a Vendor and a Ship To address.

A5

File

Task List | Inventary
€ PO Mo | =
ok Mo =
 Wendor = I
 tem # I j [

~ Search Text |

Oider

2/22/2M5 | Misc

2936 DM Test Wi O

2933 DM Test ¥y Husky Offset| 34472015 | Misc
2933 DMM Test Vi 030615 FG A 3/8/2015 | Misc
3000 Diraper Papet Springhill C14 31072015 | Misc
3004 Just In Time |PURCHASE [3/12/2015 | 645
3004 Jugt In Time |Husky Offzet| 3412/2015 | Misc
300 Diraper Papel Husky Offset| 3/13/2015 | Misc
300 Diraper Papet Black Ink | 3/13/2015 | Misc
3004 Just In Time [PRINT #1013/13/2015 | 645
3006 Diraper Papel Centura Glos| 3/16/2015 | Misc
3008 Diraper Papel Husky Offset| 3/16/2015 (100088
301 Diraper Papel Husky Offset) 3/16/2015 (100038
3008 Diraper Papel Husky Offset| 3/18/2015 (100089
3008 Diraper Papel ‘widgets 3182015 |Misc

Created for Company : Str line Sol

Order # | 3004 Date: [31272015 Ordered By |ERANDON Re[:l
Rev # ﬁ Rev Dt Rev By: ERANDON

Vendor: P01 = Fuﬁ In Time = Currency Type  [ISD
Address: pas Center =] e |
I Fax: I
[Cehi, UT 84025
Ship To: [streaniine Soltions _I Ship Via:

Address: Imn American \Way Ship To Attention:

|DETRO\'I, M1 45204
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Add Line Item
To add a Line Item click Add Line.

Select from six types of PO Line items:

e Job Related Multi Iltem: Purchases directly tied to a job. (E.g. Buyout/Subcontract). This option allows
you to select multiple buyouts for one job to the vendor assigned to the purchase order.

o Job Related (single item): Purchases directly tied to a job. (E.g. Buyout/Subcontract) This option
allows you to select one buyout at a time for one job.

e Non-Inventory: Expense immediately. Will not get used on a job. (E.g. Office supplies).

e Paper Inventory: Has dollar value/asset account. (E.g. Paper, envelopes. Print system only).

e Finished Goods: Has dollar value/asset account. (E.g. Binders, Diskettes used for a job).

e Material Inventory: Has dollar value/asset account. (E.g. Raw Materials: Ink, Labels, Plates).

Created for Company : Streamline Solutions

Order # | 2004
Rey # ﬁ Rew Ot |

Date: [322015 | Ordered By [BRANDON

Rev By: FRANDON

Ref:l

Vendor: Pm
Address: P45 Center

= i
= }Just In Time

==
=

JLehi, UT 84025

Currency Type '_]SD

Ship To: IStreamIine Solutions

_| Ship Wia:

Address: |1 00 American Way

Ship To Attention:

IDETROIT, bl 45204

Details Due Date Joh # Cuartity Amaurit I
addline.. | Editline. | Deleteling..| oceiing | Updstedob | qmypqy. | $0.00
Instructions changes
{in Currency)
Header | EmzilPC | Prewview: | Prinit | Save | Close |
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Job Related — Multi Item

Job Related Multi Kem

Lok Dolatad

To add a PO Type — Job Related Multi Item

1.

Enter or search for a Job # and click Load. (A binocular search button is available to search.)

-1a X

Joh #  Customer Ac No / Job Detzils -
’7 45 =4[ 12000000  [TestTest |‘ L I
[ [orar]a] Dese [ Section | Formuim Color Size Supplier | Order# | GQuote # Gy At ﬂ

If the job selected has been final AR invoiced, the notation Final Billed will display in red to the right of
the job description.

Note  Job related purchase orders cannot be created if the job has been final AR invoiced to the
customer.

=, Planned Purc

ok # § Customer Ac Mo/ Job Detalls
“523 = [ o [Esvstion Army - Christmas 16 packages - Prit & tems. | Final bild | ﬁ”

[ lore]ra] Desc | Section | Formua | Color |  Size | Suppler | Order# | Quote# | Gty | Amt \ﬂ

line item has been purchased.

—Job & § Customer A
45 =
IOrdred a|

1 || =
2 |n gl

If the Ordered column reflects an N, then the PO line item has not yet been ordered. Y indicates the PO



3.

4.
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Check the Tag check box to order each item or select Check All to select all buyouts for the job. Insert

the requested Due Date and the applicable Tax Code.
Click Create PO Line Item.

. Planned Purc P =
Job #  Customer Ac Mo/ Job Detalls
=
’7}545 == [ 12000000 flestest ﬁ” Lot
ord[ Tag Desc [ Section [ Formus | Color | Size | Suppler | Orders | Quote# Gty Amt ~
1 n FURCHASE LIST Test 0 3000 6a_|
2 [N |I PRNT#101-COLOR  ENV Test 0 4140000 4140
4 | _>|J
check A1 || pue ot [Fvamns ]
= : 3
Tax Code: 10 = 0% (e et ) I Creste PO Line flem || Cancel

Note If you receive the error message, “activity code has an invalid A/P dissection code” after you
select the OK button, this indicates the database is not set up to use the Purchasing module or
you have not properly linked the activity code assigned for the process to a valid AP Dissection
code in Master File Reports/ Accounting Structure / Link to Purchasing. Consult your system

administrator or your EFI PrintStream Support contact.

PrintStream will now display the number of PO lines added. Click Cancel or the X in the upper right-

hand corner to close this window.

[ET

>

Chick All Due Dt |31 202015

0% ( non taxable )

Tax Code: 10 = |

|1 PO line Added I

Create PO Line ftem | Cancel
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5. The lines selected will now display on the header page of the purchase order.

Created for Company : Streamline Solutions

Order # I 3004 Date: |3,r1 212015 Orclered By: IEIRANDON Ref:l
Rev #: ﬁ Rew Ot I Rew By: FRANDON

Vendor: FID1 ::ll }Just In Time j Currency Type I_ISD

Address: b4 Center [=]] P
I Fax: I

LLehi, UT 84025

Ship To: [sireamine Solutions | Ship s
Address: 1100 american Way Ship To Attention:

IDETROIT, il 45204

Detailz Due Date

[anzavs | _ois | 365,00

6 Click Save to retain this PO information.

Job Related (Single Item)

To add the PO Type — Job Related (Single Item)
1. Select Job Related.

 Job Related Multi ftem .. |

Job Related...

Hon Inusntors

2. Select a Job # or use the binoculars to search for the job number.

ted Line lterm

Ling #: I 2 Order Date : |3r1 22015
Job#:  [gus — MI | 12000000 f+sltim 2

fTect




3.
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You can manually enter in the material to purchase or click Planned Purchases to view a list of
buyouts or materials related to the job number.

Lire # : I 2 Order Date : I3n 202015

Job#:  Fas = 4| [12000000 fvaiim 2
I'I'est
I'I'est
Details: | | Flared — |
Purchazes
S
Motes...

In the Description column, items with a dark circle have been ordered. Those with a light circle have
not. To order items, double-click the line and enter or change any information as needed: PrintStream
will calculate the cost based on the quantity and price defined.

Descrigtion Section | Formula Modi. | Color | Size | vendor | Ordl...| D/ Ho

EHPURCHASE LIST i Test i (]
IPRINT #10 1-COL Eny Test [ 4140

e Mandatory fields (in bold) are: Qty/Hrs, Price, Price Per, Due Date, Activity Code and Tax Code

Line # : I 2 Order Date : |3,r1 202015

Job #: fas = ﬂl [12000000" fvattim 2
[Test
I'I'est

o Pl ol
Details : PRIMNT #10 1-COLOR Pui:?:;zES |
-ENS Motes...

Formula
Modifier Desc | |

GtyHrs : |4140000 Price : [1.0000 Per[100000  Desc:

Biscount %:  [o.00 % Prics atter Disc: [1.0000 fe
Cost 14000 Unders/0vers %: |1 0

Due Date : |3r1 312015 Guote # | Erint Cutting
Slip |
Activity : |s1 [TH] FRINT #101-COLOR
Zharge Type I vl Fsc [
Re wark ld I ;I I

OK |
GIL Code | 1200 |W|P to Print Expenze |
Tax Code : IDD j I 0% ( non taxakle ) Cancel |
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PO Line Item Notes

Click Notes to enter line item descriptions. If a script was attached to a buyout, the script answers will appear in
the Notes field.

Joh Related Line Itemm : Streamline Salutions

Line # ; I 2 Order Date : I3m 202015

Job #: fas = ﬁl 12000000 fvatim 2
I'I'est
[Test

o Planined
Details:  [PRINT #10 1-COLOR p el
Y =

Joh Related Line Item : Streamline Solutions

Line # : I 2 Order Date : |3,."| 22015

Job #: F45 = ﬂ | 12000000 f+sltim 2

[Test

broq

Optional notes ar any buyout script would appeat here. This fisld does not have a spell ;I ]
check.

For

T[]

Cancel

Zhar

These notes will display in Inventory Manger > Scripts/Po Notes when the item is selected to be received.
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Receint #: I 1]

— Receipt Details
Date: |3m 32015 Time: [04:10 Pid By; | BRANDON
Shipped via: || Docket:
Rec'd From: |.Just In Time |1
Maotes:

Dietailz: IF'FHNT #101-COLOR

I-ENV

Dept f Sec: IENV

Sciptz/Pal |Dptional notes or any buout script would appear here. This field does nat
Motez have a spell check.

| Guantity Cost Cost{UsD)
1

o] (e ]
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List of Activity Codes

If needed, enter a required Activity code directly into the field. Either scroll down, use the up/down arrow keys or
select the binocular icon to search for a list of activity codes. Double-click to select or highlight and select OK.

Note If you receive the error message, “activity code has an invalid A/P dissection code” after you select the
OK button, this indicates the database is not setup to utilize the Purchasing module or you have not
properly linked the activity code assigned for the process to a valid AP Dissection code in Master File
Reports/ Accounting Structure / Link to Purchasing. Consult your system administrator or your EFI

PrintStream Accounting Support contact.

10 - Fulfilimert
E-8® 3 - DATA PROCESSING
Al 300 - DP ADMIN

-l 310 - LIST PURCHASING

2 - 00 - P Ll
320 - DATA ENTRY
340 - PROGRAMMNG

B 360 - OUTPUT DATS,

[+]- 361 - HEWY Data Processing

7§ 4 - PREPRESS

7% 5 - PRINTING

7§ B - LasER

7§ 7 - BINDERY

- 8 - MaLING

7§ 5 - WaREHOUSE

O O e O e O B

Cancel | Ok I
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Created for Company : Streamline Solutions

Order # | 004 Date: |3r| 202015 Orclered By: |EIRANDON Ref:l
Rew #: |:1 Rev Dt: Fm 052015 Rev By: ERANDON

Vendor: PD1 = }Just In Tirmiz = Currency Type  JISD

Address: pas Certer []] P |
I Fax: I

JLehi, UT G4025

Ship To: [streamine Solutions _I Ship Via:
Address: 100 american Way Ship To Attertion:

IDETROIT, il 45204

Details | DueDate | Job# | cuartity | Amourt |
NG 645 63000 $69.00

| 3i3eos | B4s | 4140000 [ $4,140.00

Click Save to retain PO information.

Non-Inventory

To add the PO Type — Non-Inventory

1. Select Non-Inventory.

 Job Related Multi item ... |

Job Related...

Hon-Inventory...

Danar | .

2. Enter in the information for what is being purchased. System will calculate the cost.

Mandatory fields:
e  Order Date
e Qty/Hrs

e Price

e Per

e Due Date
e AP Code
e Tax Code.



96 ® EFI| PrintStream | User Guide

Lire # : I 3 Order Date : |3.l'1 202015

Details : Wiclets

Motes |

OtyHrs : |5|3E|0

Due Date : |3r1 202015

Dizcount %6: |0.00000 ¥ Price after Disc: [57.0000

Ciost 55 .00 Unders/0vers %: |1 il

Desc : |

AP Code : ID'I 10106000 j ﬁ"’na’[erial expense

GIL Code | £000

Tax Code : IDE :” £% [ Michigan )

Cancel

ol 4'9(
S

3. Click OK, when finished.

Paper Inventory

This line type allows the user to purchase paper inventory held in the warehouse and used for multiple jobs; not

specifically purchased for one job.

To add PO Type — Paper Inventory

1. Select Paper Inventory.

 Job Related Multi ftern ... |

Job Related...

Hon-Inventory...

Paper Inventory...

Finiched Conde

2. Either enter the item number or click the search button (binoculars) to search for the paper inventory

item.
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Due Date : | Guote # : Stock Details

1

GiL Code | 1325 paper inventory

Tax Code: IO =l 0% (non taxable ) Cancel
I~ FsC

tom #: = 8| | _Feservatons |
3 =
v & Rev Lode: _'II j hotes |
Paper :
Colar
Size I
Quantity : Price : I Per : I I
Discount %: % Price after Disc: | '
Cost : Unders/Overs % |g
Ok |

The search inventory window:

EENET

Inv Type [Paper j Jok | = | Inv Deso Like |—
Classification =] tem | = = ] || v cedeLice
Category | || customer l—:”—:" coor[ o]
Sub Categor =
— 2w = | - ) —
o ) - | - —
Eategry I/ ‘l‘ HlowRew [ Tracking Lot [ Insciive [~ Below Min Gty [~ Megative Avail ‘ Clear &l Sigp

-

4 | ﬂj
300 [ Continve | Search Select
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3. Enter information or select Search. An indication of the number of records loaded will be displayed.

Note  The default is to load only 300 records. This default can be changed, and more items may be
available which meet the criteria.

: o[ x
Links 1 Rules ]
Inv Type [Paper = Inv Dese Like [Husky
Classification = | [ I Cae Like
tem = =
Calegory B2 [ [ = = Calor -
Sub Category | ||| customer [

s x [
We\gml—

Group - wendor [
Famiy - Prod cd I
Categoy [~ 7]

(11

o ]
]

| I &lowRev [~ Trackinglot [~ Inactive [~ Below Min Gty [~ Megative Avail | Clear all

Ttem & | Inv Code _|Rev. On Hand | On Order |Allocated | Available | Min Lvl | Customer | Custome
3308] 3306 Husky Oifset 508 White 17 1/ 30 0 0 3]0
3326 dmm3326 Husky Dffset 508 Continuous suu_ul 0 0 6000 [0 —
3412| dmm3412 Husky Dffset 608 Continuous 205 20 0 <65(150 i
3442) dram3442 Husky Offset GOH Continuous 0 0 0 oo |
3688 dmm3588 Husky Offset 508 white 233 165000 o 100000 es0000 DMMTEST |DMM TestCfl
36[HUSEIW17.5 Husky Offset 508 'web 'whie | 64008338 344222 506| 643305680 I
52[HUSEIWIT.5 Husky Dffset B0R Wieb White 126 0 0 126[ 5000 I
B0 4[Husiep Offset 5| Husky Offset 50K web White a77ms| 4000 1emm| o I
52080 62080 Husky Offset 508 Weh Flose | 3506 454 o ioont[o I
62105| dmmé2105 Husky Offset B0 Continuous 0 0 0 [ I
B2113[62113 Husky Dffset S0 Continuous 0 0 0 ([ I
£2120/62120 Husky Offset S0 Continuous 0 0 0 [ =
Loaded 300 records. Click continue to load next 300 [ Contiwe | [ sesch | | selnt

4. Select the item to order and then click Select or double-click the item itself.

The information stored in the system for this item is automatically populated.

Due Date : I Guuote # Stock Details

paper inventary I o

Tax Code: IO == 0% (non taxable ) Cancel
I~ FsC

GLCode: | 1325

em #: 3442| ::Il Ml ey | Reservations |
Inv & Rew Code: = |
g ey Codel Hmm3442 —'II j [otes
Paper : Husky Cffzet G0# Continuous
Colar \hite:
Size: 75
Quantity 0 Price : |58 Per : I 100 Desc :I
Discount %: & Price after Disc:lsg 'l
Cost: Unders/Overs % |20

Ok |

5. Enter Quantity, Price and Due Date.
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6. Click Reservations to see all job quantity requirements for this item.

Line # : I 3 Order Date : |3.f1 22m5
ftem #: 2| = M| Mew |
Inv & Rev Code: = |
v & Rev Code: dmm3442 _'II j Mates
o if
||

[ Jobro [ DueDste | Customer Ttle | Gty | GtyUsed | PONo -

7as 72072007 Alaskalnc. |Test 200000 0 0 _|
] 11162007 Strada Cycle 11415 FF by 1134 134 i
= (574 11/19/2007  Strada Cycle 11015 FF by 1121 121 i
= (575 111162007 Strada Cycle 11415 FF by 1145 145 i
1 a75 11419/2007  Strada Cycle 11415 FF by 115 15 i
1 a77 1162007 Strada Cycle 11415 FF by 1103 103 i
= 561 11/19/2007  Strada Cycle 11415 FF by 115 15 0
= 582 11/19/2007  Strada Cycle 11415 FF by 1135 135 i
1 383 11/19/2007  Strada Cycle 11415 FF by 1100 100 i
= [384 114192007 Strada Cycle 11415 FF by 1135 135 0

-

4 | »
Total Gty F Cancel | Save |

Finished Goods

To add the PO Type — Finished Goods

Click Add Line and then select Finished Good to add a new line item. Enter or search for the Item #,
or you can create a new finished goods item from within the Finished Goods Line Item window.

1. Select Finished Goods.
| Job Related Multi fter ..
Job Related...
Hon-Inventory...
Paper Inventory...
Finished Goods...
2.
3. After selecting the finished goods item, verify:
e Qty/Hrs
e Price

e  Price Per (if new otherwise will bring in the price per)
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e Due Date
e Activity Code
e Tax Code
4. Click OK when finished.

Material Inventory

To add the PO Type — Material Inventory

1. Select Material Inventory.

 Job Related Multi ftem ... |

Job Related...

Hon-Inventory...

Paper Inventory...

Finished Goods...

Material Inventory...

2. Click Add Line and then select Material Inventory to add a new line item. Enter or search for the Item
# or create a new material item from within the Raw Materials Line ltem window.

2. After selecting the material item, verify:
e Qty/Hrs
e Price
e  Price Per (if new otherwise will bring in the price per)
e Due Date
e Activity Code
e Tax Code
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Edit or Delete a Purchase Order Line Item

Select the line item and click Edit Line to edit or Delete Line to delete it. Click Save.

Created for Company : Streamline Solutions

Order # I 3004 Date: I3n 212015 Ordered By: IEIRANDON Ref:l
Rev #: E Rev Dt Fn 412015 Rev By: ERANDON

Yendor: PD1 ::Il }Just I Time ::“ Currency Type ' S0
Address: 45 Center = e |
| Fax: |

LLehi, UT 84025

Ship To: [Sireamine Solutions | Ship Wia: [
Address: |1 00 American Yay Ship To Attention: I
[ e
IDETROIT, Mes g
\./] Are you sure you want ta delete this line item?
Details artity
PURCHASE LIST-- 3000 $69.00
PRINT #10 1-COLOR-- Yes Mo | 40000 $4,140.00
| Husky Offzet BO# Corr 1000 $580.00

Updlate Job

Addd Line...
changes

Total: | $4,759.00

s Delete Receiving
L . | Line... | Instructions =
{in Currency)
IS | EmsiPO | Preview | Print | Save | Close |
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Receiving Instructions

You can enter notes, which will print out on the receiving ticket or display during the actual receipt of the item.
Click Receiving Instructions and enter the text. Click Save.

Created for Company : § line Sol

Order # | 3004 Date: |3,m 202015 Ordered By, |EIRANDON Ref: I
Revi b Rev Dt firamo1s Rev By: PRANDON

Yendor: pm j IJust In Time: j Currency Type  1ISD

Address: ba:

P

7] Notes entered here can be viewed when the ine ftem receipt is being entered | = |
el

Line Iterm R

Ship To: |§
Adoress: (100
I_
=
Details Amaurt

$69.00
$4,140.00

| Huskey 0t | $580.00

Cancal Save
Total: $4,783.00

Receiving || Update Job
Instructions | changes

(in Currency)
Header | EmaiPo | Preview | Prirt | Save Close |
[ote

Add Line it Line Delete Line

r— Receipt Detail
Date: frazors Time: [rragam b BRENDON Reptd |
Shipped iz | Fieceived hom : [aust In Time

IHEcEipI Hotes |Nmes entered here can be viewsd when the line item receipt is being entered I

e InvCet: [3442 [gmm3aaz I “J Weight
Description IHust Offset EOH Continuous Single
Piece I

—Reason codes

™ Hold this Receipt line Select Reasons

PSlip Packing Slip slipinconect J ’, Skids Cns —— Pes PerCin

|-l IncPka incorrectly Pz incormectpkg i 0
| flncPka__|neonect; Pe poon =[] | | |
1 J >

Docket |1 Wendor Lot # I

Loose

< |
Copy | | Dielete | [ Auto Piok Location | [Empty Lo o Cost [

Tranzaction Motes: I
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Update Job changes
This feature will take any changes done in the estimate and overwrite the PO changes (for example, notes,
scripts, etc.)

Created for Company : Streamline Solutions

Order # | 3004 Date: |3n 22015 Orlered By: |EIRANDON Ref:l
Rev #: E Rew Dt Fm 412015 Rev By: FRANDON

Yendor: PD1 ::Il }Just In Time j Currency Type '_]SD

Address: 45 Center = P |
| Fax: |

LLehi, UT 84025

Ship To: IStreamIine Solutions | Ship Wia:
Ship To Attention:

Address: |1 00 Smerican Way

Do youwant to Overnrite notes from Estimate?. Alterations done to notes in Purchasing will be gone?

fes Mo
e T -
addlne. | Edtiine. | Delstelns. | [Recsiving |fiUpdsts.Job f npqy. | $4,769.00
Instructions changes
{in Currency)

Save | Close |

Header | EmaiPO | Previewy | Prirt
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Header Notes

These notes are only viewable from this area.

Created for Company : Streamline Solutions

Order # | 3004 Date: |3,'1 202015 Crdered By: |F_|RANDON Ref:l
Rev # F Rew Dt Fn 412015 Rev By ERANDON
- - i =i
Yendor: PD1 = }Just In Time = Currency Type 'JSD
Address: [a FESUEEENE,
E h’hese notes weere entered inthe PO header area. ;I
Ship To: IE
Addressl [
3
Details Amaournit i
PURCHAS $69.00
FRIMT #11 $4,140.00
| Husky Of $580.00
j -
Cancel | Save |
sddline.. | Edtline. | Deletsline. | Tecoiing | UpddteJob | rapqy | $4,789.00
Instructions changes
{in Currency)
EmzilPC | Prewview: | Pririt | Save | Close |

Commented [MB6]: Need a description here?
Brandon Turpin — descripton added.
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Preview, Print, Export/E-mail a PO

e Select the Purchase Order from the left side and click the Preview Selected Purchase Order button.
You can also select Preview from the bottom of the PO Header window.

File LHility Purchase Orde

e  To print the purchase order, select the purchase order and click the Print button from the toolbar or
select the Print option located at the bottom of the PO header screen. To change the default printer,

select File / Print Setup.
Note If you receive a message, “This PO Requires Approval First” when trying to preview or print the
purchase order, somebody with security access to approve purchase orders must approve the
PO before continuing.
To turn off the Purchasing Approval option, contact your System Administrator.
e To export a Purchase Order, first preview it and then click the Export button (envelope with the red
arrow pointing down.)

Created for Company : Str line Soluti

Order # | 3004 Date: |3m 212015 Ordered By: |EIHANDON Ref: I
Revit: 4 Rew O 472015 Feer By [BRANDON

Vendor: Pm = llust In Time: | Currency Type  [OsD

Address: 45 Center [ Ph:
| Fa:
Lehi, UT 84025

Ship To: [Sreamine Soltions Ship viai |
Address; |1 00 American Way Ship To Attention: I

IDETROIT‘ Ml 45204

Details | Duebate [ uob# [ Guantty [ Amourt |
PURCHASE LIST-- anzems 645 69000 $55.00
BRINT #10 1-COLOR--ENY NS 648 4140000 $4,140.00

sodline.. | Ediline.. | Deleteline..| Fovein | Lpdste Job | ropap §4,789.00
Instructions changes —
(in Currency)

Header EmaiFO || Presvizin I Prirt | Save Close |
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The PO can also be printed or exported/emailed by selecting one of the two icons at the top of the preview
screen.

& Page1of1
Cef7.oun

Purchase Order

3004
File copy

AcNo: 001

Vendor : Just In Time
245 Center Order Date 3/12/2015
Lehi, UT 84025

Due Date 3/12/2015

View, Add or Edit Existing PO

Search by: PO Number, Job Number, Vendor code or enter text.

File

Task List I Inventary Sheeting FO tanitar Reports

% PO MO IT3EIEI4 g |Aulhnl:-BRANDDN,Dale:-?-H 2/2015_Creditor:001

" ok Mo =

€ Wendor = I =

7 tem # I =] |

" Search Text | Due Ot grester than |2.f1 3#2M5 v Part W Final
3004 Just In Time | PURCHASE | 3/12/2015 |B45 01-01-01-120 Mo Invoice w FIMAL E9
3004 Just In Time | PRIMT #1013/13/2015 | 645 01-01-01-120 Mo Inwaice w FINAL 414
3004 Just In Time | Husky Offset| 312/2015 | Misc 3442 01-01-01-134 Mo Invaice v FIMAL 580

N of]
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To select the PO double click on the order number or highlight any line and click the Select button.

File

Task List | Inventary Sheeting I PO Manitor Reparts I

% PO Mo IEDU4 ::II |Aulhnl:-BRANDUN,Dale:-3!1 212015 Creditor: 001

£ o Mo =

£ Wendor = I =

 tem | =i

" Search Text | Due Dt grester than |2ﬂ 325 W Pat [ Final
3004 ust [n Time |PLURCHASE |3/12/2015 | 645 01-01-01-120 Mo Irevoice wf FINAL [55]

{IIE] [Just In Time [PRINT #1013/13/2015 | 645 01-01-01-120 Ma Invoice v FIRAL 414
3004 |Just In Time |Husky Offset| 3412/20015 | Misc 3442 01-01-01-133 Ha Irvoice w FINAL 580

o |

Tasklist | Inventoy Sheetng | POMontor | Repats |

g =
& PO NG 3007 =
£ Job No | = ) )
- | = Created for Company : Streamline Solutions
wendor =
- order # 3004 Date: [5n2i2015  Orciered By [Branpon (et
€ tem # [ =
Rev# [ Rev Ot firiazo1s ey By: FRANDON
€ Search Text Due Dt gor
Vendor: [P0 = [ustn Time = Currency Type [0gD
Ords 1 Addiress: 45 Corter Ph
3004 [Just In Time |[PURCHASE | 3/12/2015
Fax
3004 st In Time | Husky Offset 3/12/2015_|Mise 3442 T 5905
Ship T0: [gireeming Solians | st vier
Address: 100 American ay Stip To Aterfion: |
[pETRO, W 45204
[ DusDate | Job# | cuanity | Amourt |
aM2005 | 645 1 $69.00
132015 645 4140 5414
| T

Receiving

DetELNe. | ctnctions

Al Line | Eclt Line.

Updete Job | Total: 385314
changes

{in Currency)

HEE”E'l EmaiPo | Preview | print | save Close
Nate
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I—
Sheeting

This program was designed to be used with Book Estimating only. It allows reserved inventory rolls to be
sheeted down to sheets for running through sheetfed presses.

File

Task List Invertoy | Purchasing

PO Monitor Reparts |

Resemed Date Ob Mo
OB Vesterday ) Today O wiesk & Range [179 2014 <] | 114205 =] Ir —:‘| [Load Dala“ Clear all ]

1DDD34 [I=ﬂ 813Blte Husky Offset 50# web Rose 17 12 191/2x23172 D 100108 1/27/20153 F,
J 110268 HUSKY-B0- Husky Offset G0H WwWeb 'wWhite 35 Fa71 ek 0 9865 4A14/2014 51
1| 110268 HUSKY-60- Husky Offset B0 Wweb White 35 8075 Er2d 0 9865 4A14/2014 51
1110258 HUSK'Y-60 Husky Offset 604 Web white 35 8173 Fx23 0 9365 4/14/2014 81
110268 HUSKT-B0 Husky Offset B0 Web white 35 8282 w23 0 9365 4/14/2014 I
| »
[Step 1— Load Locations
From ltem
fi10268 |iuskv-60-w-1 Husky Offset G0# Web White 35 OnHand 5700 Pulerd o
[0 [ Location | Cartons | Pos/Cin | Loose | Total Oty Hotes [[ Cartons | Loose
=
| »
[Step 2—> | Pintslitingsheat |

[:] Create Mew Imventary
~To ltem

| | | CaloReq | Tot Revel |

onHand | Reovd |

Location Search Sheet Oty -

[ | =
< | 3
Notes: | [Step 3— Convert the selectad
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PO Monitor

This window allows you follow the current status of PO’s based on specific criteria.

File:

Reports |

Tasklist |  Inventoy |  Puichssing | Shesting

PO Job
’VI' Mot Drdered I Final Delvd [~ “Waiting for Rept I Partial Delvd ||~ Nt Final Shipped

Ste[[37 7 /2015 = End[ 47142015 =]

- Selection
@& MNone None
¢ CSR

£ hctivity Cade
" Customer
 SalesRep
£ JobNa

€ Froduct Type
£ Yendor

" Estimator
ob# ome A POHO

"Jnh Deliver Date ranas

Mot Scheduled NA&

100160 ALASKA Alaska lnc. |PAPER 1] 1]
|1 100211|50017 Hasbro-Brian| 1] 1] Mot Scheduled NAA
|1 | 100211|50017 Hasbro-Brian| 1] 1] Mot Scheduled NAA
|1 100201 ALASKA Alaska lnc. |PAPER 1] 1] Mot Scheduled NAA
|1 100217 DMMTEST |DMM Test CyPAPER 1] 1] Mot Scheduled NAA
| 50017 |HasbroBrian ] o1 5 chedule A
H 5007 |HasbroBrian R[] o1 5 chedule A
H 50053 |l R[] o1 5 chedule A
|- 100225 60017 |Has R[] o1 5 chedule A
|- 100225 60017 [Has R[] o1 5 chedule A
|51 10022650017 | HasbroBri R[] o1 5 chedules A -
1 [

Select Al | Unselect All

Report

Job Delivery Date Range - Date range is entered based on PO due date range not job delivery date.

Not Ordered - displays a list of materials on jobs which have not been ordered.

Final Delivered — displays a list of POs which have been flagged as Finally Delivered.
Waiting for Rcpt — displays a list of POs which have not been received.

Partial Delivered — displays a list of POs which have partial delivery status

All the above selection types can be filtered by any of the following as well: CSR, Activity Code, Customer,
Sales Rep, Job Number, Product Type, Vendor, and Estimator.

You can generate a report for any of the items on the grid by selecting all or specific items and then clicking
Report.
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Reports

Currently, there is only one report available: The Stock on Order Report. This report shows the status for all
paper items which are currently on order.

File
Task List

Inventary

Purchazing Sheeting

Stock on Order

FO Monitar

=10l x]

It allows you to filter by PO date range and for all items, and then by a specific item or by a specific vendor.
Checking the option Include Items not Linked to a Job will include any PO'’s that were ordered for inventory
rather than for a specific job.

— Date Range
Start |4.-"1 4/2015 End |4.-"1 4/2015
~ Selection
Al
 ltem #
" Wendar
Frame3
(+ PODueDate € Jtem Mo " Irwentory Code " Job Mo
I~ Include Items nat linked toJob Frirt | Close |
Sweamine s obion
Stock On Order
Far: BRANDOT
Date Range From 17172014 to 4/14/2015 age. Page 1 of”
Qrder By: DueDate Printed: 414i2015 4.42:32Ph
JobNo Customer JohTitle PONe  Vendor Item # InvCode Item Desc OtwOrd Size OrderDt PO DueJohDue Resv O
9200 Alaska inc  CopyofTe 2463 100 110114 3200-P O# 24 Centura Gloss Book £ 31,230 113 554 8H0A3 31,230
B3-Line#:2
9893 Leahs Acc  CopyofTe 2887 DPHOUSE 111096 9893-P0O#28 Centura Gloss Book E 10,833 TH44 TN TH4NG 10,833
B7-Line#:1
9901 Leahs Acc  CopyofTe 2907 111443 9901-PO#29 Centura Gloss Bk 80 10,833 1012814 10/2814 1028114 10,833
07-Line#:1
9901 Leahs Ace  CopyofTe 2908 111444 9901-PO#28 Centura Gloss Book € 10,833 10029/14 1012014 10,833
08-Line#:1
Total 63,720 63,729




