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Course Description

QAD designed this course to cover the basics of preparing to implement the Purchase Order
Management functions of QAD Enterprise Applications. The course includes:

 Anintroduction to the Purchase Order module
« Anoverview of key business issues

Setting up the Purchase Order module
Operating the Purchase Order module

Setup and processing Blanket Orders and Requisitions
References to other QAD materias

- Activities and exercises throughout the course let students practice key concepts and processes
in the Purchase Order module

Course Objectives

By the end of this course students should learn how to:
 Analyze some key business decisions before setting up the Purchase Order module
« Set up and operate the Purchase Order module

Audience
- Implementation consultants, members of implementation teams, and key users
« Purchasing Managers

Prerequisites
« Initial QAD Enterprise Applications Setup training course
- Basic knowledge of QAD Enterprise Applications, asit isused in your business
« Working knowledge of the manufacturing industry in general

Note Itisrecommended that students unfamiliar with QAD Enterprise Applications work
through User Guide: Introduction to QAD Enterprise Applications before attending this class.

Course Credit

This course is designed to be taught in one full day, valid for 6 credit hours

Virtual Environment Information

The hands-on exercises in this book should be used with the latest Enterprise Edition learning
environment in the 10USA > 10USA CO workspace. When prompted to log in, specify demo for
user ID and gad for password.

M QAD Questions? Visit community.gad.com
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Additional Resources

If you encounter questions on QAD software that are not addressed in this book, several resources
are available. The QAD corporate Web site provides product and company overviews. From the
main site, you can access the QAD Learning or Support site and the QAD Document Library.
Access to some portions of these sites depends on having a registered account.

http://www.gad.com/

QAD Learning Center

To view available training courses, locations, and materials, use the QAD Learning Center.
Choose Education under the Services tab to access this resource. In the Learning Center, you can
reserve alearning environment if you want to perform self-study and follow atraining guide on
your own.

QAD Document Library

To access release notes, user guides, training guides, and installation and conversion guides by
product and release, visit the QAD Document Library. Choose Document Library under the
Support tab. In the QAD Document Library, you can view HTML pages online, print specific
pages, or download a PDF of an entire book.

To find aresource, you can use the navigation tree on the left or use a powerful cross-document
search, which finds all documents with your search terms and lets you refine the search by book
type, product suite or module, and date published.

QAD Support

Support aso offers an array of tools depending on your company’ s maintenance agreement with
QAD. These include the Knowledgebase and QAD Forums, where you can post questions and
search for topics of interest. To access these, choose Visit Online Support Center under the
Support tab.

Questions? Visit community.gad.com N QAD


http://community.qad.com

4 Training Guide — Purchase Order Management

M QAD Questions? Visit community.gad.com
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Course Overview

Course QOverview

+ Infroduction to Purchase Orders
Business Considerations

Set up Purchase Orders

Process Purchase Orders

Using Requisitions

Using Blanket Purchase Orders

®

®

®

®

M QAD Questions? Visit community.gad.com
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Purchase Orders

Key Events

Pu ase Order or
Blanket Purchase Order

Supplier

Receipt

“=_F

M QAD

Requisition

A requisition isaway of communicating demand for purchased materials. It says you need this
many of thisitem at this site on this date. It also says which site negotiates the purchase.
Requisitions are usually generated by MRP, but can be entered manually.

Purchase Order (PO)

» Authorization to purchase specified items at a set price by an agreed upon date
» Contract to pay for the items under the terms and prices of the PO

Blanket Purchase Order

« A blanket order says you have agreed to purchase a certain quantity of an item over acertain
period of time (the exact delivery dates to be determined later), and that you have agreed to
pay according to the terms and prices specified

- Blanket orders are usually negotiated in advance of the demand and cover alonger time
period, perhaps the annual requirement for a key component, with a price based on avolume
commitment

Blanket orders monitor the quantity purchased and offer an opportunity to negotiate for agood
price

Questions? Visit community.qad.com M QAD
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Terminology

Terminology
Requisition
Purchase order
Blanket Order
Supplier
Supplier Item

Requisition. A statement that someone needs a certain amount of an item by a certain time.
The requisition lists what items are needed, how many, where, and when.

Purchase Order (PO). A contract with a supplier to purchase a specific quantity of itemsto be
delivered at an agreed upon date for a set price. A purchase order should include order
quantity, description, price, discounts, payment terms, transportation terms, and all other terms
pertinent to the purchase and its execution.

Blanket Purchase Order. A long-term commitment to a supplier for products against which
short-term releases will be generated to satisfy requirements. When a need arises, areleaseis
made against the blanket order to generate a purchase order.

Supplier. Provider of goods or services; individual seller with whom the buyer does business,
as opposed to vendors, which is ageneric term referring to al sellers in the marketplace.

Supplier Item. The item number the supplier uses to identify their item.

M QAD Questions? Visit community.gad.com
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Document Structure

Document Structure
Purchase
Order
| |
Heddar Line fems Trailer
(Body) (Footer)
Line ltem
Line Item
| —
L4 Line ltem |

Header

The header includes generic information that applies to the entire order, including:
« POsite
 Contract terms
 Supplier data
» Delivery date

Completing the header causes the PO to be stored on the system even if no other information is
entered for the order

Line Iltems
Thelineitem’sframesinclude al items on the order and contain information about the ordered
items, such as:

o Quantity

» Price

- Any exceptions to the header data (a different due date or a different site, for example)

The PO site on the line items can be changed if that item is being purchased for a site other than
the one on the header

Questions? Visit community.qad.com M QAD
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Trailer
Thetrailer frame contains tax, shipping and status information and presents the total for the entire
order and any applicable

« Taxes

- Discounts

 Special charges

See “Purchase Order Sections’ on page 63 for more detail.

M QAD Questions? Visit community.gad.com
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Purchase Order Flow
MRPcrEOP fF-—-—————=———————
|
‘ Requisition }— =5 >{ MNon-Imventory
I
2
Approwval ERAT

l

----- = Purchase Order

+Supplier Schedules

| s il

Required
—_—
Optional
e

Blanket Order ‘

Return

Recsipt

1
_____ - | Supplier Invoice

Questions? Visit community.qad.com

MNQAD
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General System Flow

QAD Enterprise Applications General System Flow

Independent Demand
[

Sales Orders
and Forecasts

Planning
Information:

Lead Times
* On Hand Inventory
* Product Structures

Planning

]
I [
Planned
Work

Orders

Planned
Purchase
Orders

Dependent Demand (Calculated)

M QAD Questions? Visit community.gad.com
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Course Objectives

Course Objectives

+ |dentify some key business issues 1o consider
before setting up Purchase Orders in QAD
Enterprise Applications

« Set up Purchase Orders in QAD Enterprise
Applications

+ Process Purchase Order in QAD Enterprise
Applications

+ Use Requisitions
» Use Blanket order Purchases

Questions? Visit community.qad.com M QAD
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Course Overview

Summary

+ Infroduction to Purchase Orders
Business Considerations

Set Up Purchase Orders

Process Purchase Orders

Using Requisitions

Using Blanket Purchase Orders

®

®

®

L

M QAD Questions? Visit community.gad.com
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Business Considerations

~ Ildentify key business considerations before
setling up Purchase Orders in QAD Enterprise
Applications

- Set Up Purchase Orders
Process Purchase Orders

« Process Purchase Orders
Use Requisitions
Use Blanket Purchase Orders

M QAD Questions? Visit community.gad.com
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Business Considerations

Distributed Purchasing
+ Requisitions

Blanket Orders
+ Supplier Schedules
+ Non-inventoried Items
« EDI
« Canceling Backorders
+ Qvershipments
+ PO PricingTables
+ Inspection/Review Requirements
« Subcontracting

There are several businessissues to take into consideration before setting up Purchase Order
Management. This section does not discuss all potential issues, but presents some issues to
generate thought and discussion.

Questions? Visit community.qad.com M QAD
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Distributed Purchasing

Distributed Purchasing

Seattle
Database

Sales N\
Orders

LIIIIIILI’

Manufacturing l/ Manufacturing o \I Manufacturing
(MRP) \ (MRP) / (MRP})
Purchase Purchase Purchase
@ o Qrs/
Inventory Order and Inventory Inventory
Database Database Database

« Allows purchasing for multiple sites, even across multiple databases
- Letsyou save money through volume purchases
+ Allowslocal plants to purchase locally when necessary or economical

Setup Implications

PO and requisition numbering schemes must be unique across all databases
» Usually accomplished through the use of prefixes

Site names must be unique across all databases and must have matching address codes
- For example, the address code for site 10-100 is also 10-100

M QAD Questions? Visit community.gad.com
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Requisitions

Requisitions

NO QK

b

Approval 2

o] [ox

3

Approval 3

o] [ox

[ Purchase

M QAD
- Can require approvals

Why Consider?
» Totrack and limit spending
» To control spending by amount, product line, site, and GL account
 For conversion of MRP planned orders

To give visibility to outstanding requests for purchase activity
To automatically update purchase details by MRP

Limitations
« Cannot be used for subcontract purchases or supplier schedules
« Do not specify asupplier or invoice directly
« Take more time through the approval process (if in use)
« Only one requisition is allowed per PO line

Setup Implications

- If you require al line items on POs to come from approved requisitions, the approval field
must be set to Y esin Purchasing Control

Questions? Visit community.qad.com M QAD
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Otherwise, you can use requisitions with the approval field set to No
- Creation of approval codes and levels

See Chapter 5, “Requisitions,” on page 93 for details.

M QAD Questions? Visit community.gad.com
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Blanket Orders

Blanket Orders

Start Date

e N

v

Release to PO
Y~ N

Blanket OrdersJ

v

Release to PO
- Ny

Reledase to PO
4 N

v

Release to PO
s N

v

Release to PO
Yy~ Y

Reledase to PO

v

End Date

L W,

Blanket orders are agreements to purchase items at a set price between two dates, with delivery
dates to be determined.

« Workswell for stock items when the delivery dates are not regular
« MRP does not consider blanket orders
« MRP considers the stock only when it is released to a purchase order

Setup Implications

If you have sufficient space in your PO numbering series, you can take advantage of the way the
system assigns PO numbers

« If you have sufficient space in your PO numbering series, the blanket will append up to 3
digitsto its blanket order, providing alink between the PO and the Blanket PO that is apparent
in the order number

- If you do not leave a space in the numbering series, the release will simply get next available
PO number (and no visible link exists)

See Chapter 6, “Blanket Purchase Orders,” on page 113 for details.

Questions? Visit community.qad.com M QAD
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Supplier Schedules

Supplier Schedules
) i j
Supplier J

Schedule J ' Wieek |
2 .

> Week 2
a2 ™

Week 3
4 ™

> Week 4
2 ™y

> Week 5
4 N

> Week N
\ W,

 Allow you to schedule frequent and regular deliveries from the same supplier
» Specify dates and even hours of delivery for the near term
- Generate cumulative purchase orders

Why Consider?

» To plan and track significant supplier deliveriesin detall

» To communicate forecast details to your suppliers

» Touse EDI to transfer schedule information to suppliers

» To alow MRP to automatically update supplier schedules with minimal manual intervention

Setup Implications
« Creation of Supplier Schedule records

M QAD Questions? Visit community.gad.com
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Order Types

Purchase Orders/Blanket Orders/
Supplier Schedules

Purchase Orders Blanket Orders | Supplier Schedules
Delivery Dates Single for Multiple Multiple
order/item
MRP Yes No Yes
Receipts Yes No Yes
Duration One time Short/medium | Medium/long term
Elements Header Header Header
Line ltems Line ltems Planning Schedule
Trailer Trailer Shipping Schedule
Pos Trailer

Questions? Visit community.qad.com M QAD
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Non-Inventory (Memo) Iltems

Non-Inventory ltems

Y ou can track these purchases (for example, office supplies and shipping supplies)

GL Considerations

= You expense or capitalize these purchases on receipt, depending on the purchases account for
thelineitems

Setup Implications

« Must use single-line mode to enter correct account and cost center to debit

» Can use Requisition Approvals and GL Account Security to ensure that incorrect accounts are
not used

M QAD Questions? Visit community.gad.com


http://community.qad.com

Business Considerations 25

Electronic Data Interchange (EDI)

Electronic Data Interchange

M QAD

EDI Allows You To

» Import and export standard busi ness transaction documents with your suppliers and customers
using value added networks (VANS) or e-mail systems

Why Consider?
+ Reduce or eliminate paperwork involved in the supply chain

Setup Implications
» EDI software needsto be set up

Questions? Visit community.qad.com M QAD
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Canceling Backorders

Canceling Backorders

At PO Receipt?
On the PO lLine?

M QAD

Y ou can cancel backordersin two ways:
« At the time of receipt
« In purchase order maintenance, which is more time consuming

What is the difference?
- Enabling cancellation at receipt is easier, but allows the operator to cancel any quantities

Setup Implications

- To alow cancellation at receipt, set Cancel Backorders in Purchasing Control to Yes

See “Cancel Backorders’ on page 47 for details.

M QAD Questions? Visit community.gad.com
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Overshipments

Overshipments

Y ou limit acceptance of over shipmentsin two ways:
1 Through atolerance percentage, limiting them, for example, to 5%
2 Through atolerance cost, limiting it, for example, to $100.00

The two tolerances work together so that the receipt has to be acceptable by both criteria:
» With POs, the system gives you a hard error and you cannot receive if both criteria are not met

» With supplier schedules, if criteria are not met the system gives you awarning only, allowing
you to receive in excess of tolerance

Setup Implications

« Set valuesin the Tolerance Percent and Tolerance Cost field in Purchasing Control
- |f over tolerance, you can also change the PO quantity and then receive

See “Tolerance Percent / Tolerance Cost” on page 47 for details.

Questions? Visit community.qad.com M QAD
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Pricing Tables

PO Pricing Tables

Pricing Tables allow you to store extra pricing structure for items for these reasons:
« Pricesin other than the base currency
- Pricesfor different units of measure, such as a better price for a case than for a unit
« Discounts at different quantity levels
« Prices calculated as a percentage markup over GL cost

Why Consider?
« Refines your pricing and saves money
» Speeds up PO maintenance and reduces purchase price variance errors

Setup Implications

» Associate price lists with suppliers and set up defaults for purchase orders

See Training Guide: List and Discount Table Pricing for details.

M QAD Questions? Visit community.gad.com
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Inspection and Review

Inspection & Review

Multi Inspection Lessons
Lead Times
Compliance
Vendor Cerfification
Use Quality Module

M QAD

« Do you have a Vendor Certification Program?
 Areinspection items available for allocations?

- Do you have multiple inspection locations?

» Areyou using the Quality Management module?
» Areyou using the Compliance modul€?

Setup Implications

« Set Purchasing Control Inspection Location field to the default inspection location

« In Item Inventory Data Maintenance you can set the PO Receipt status to a code established in
Inventory Status Code Maintenance

« In Item Planning Maintenance, set Inspection to Y es and enter an inspection lead time

Questions? Visit community.qad.com M QAD
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Subcontracting

Subconiracting

Tumble & Deburr
Incorporated

Outside Processing

Subcontracting alows you to:
« Track manufacturing operations performed by suppliers

What is the impact on purchasing?
 Purchase order line items of type S must refer to operation and work order

M QAD Questions? Visit community.gad.com
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Focusing Activity and Review

Review

Processes and Procedures
Reporting Requirements
Customer Expectations
Product Configuration

Individually, or in small groups, examine your company (or a client’s company) against the
business issues discussed in this chapter. Consider the following:

1 The business expectations given this type of company

2 Additional information you may need to €licit to successfully implement QAD Enterprise
Applications’ purchasing module for this company

Do not look ahead in this training guide or at the QAD Enterprise Applications software. The
purpose of this exerciseisto help you (and your group) focus on what is important to this
company. (Hint: There are no right or wrong answers.)

Y our instructor may ask you to list your requirements on an easel or white board to make it easier
to share your findings with the whole class.

After you have had a chance to brainstorm your requirements (15 to 20 minutes), your instructor
may ask each group to quickly review its findings, and may compile a master list for your class.

Questions? Visit community.qad.com M QAD
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Summary

Summary

v'Business Considerations

« Set up Purchase Orders

» Process Purchase Orders

« Using Requisitions

« Using Blanket Purchase Orders

M QAD Questions? Visit community.gad.com
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Set up Purchase Orders
~ Set up Purchase Orders in QAD Enterprise
Applications

« Process Purchase Orders in QAD Enterprise
Applications

« Use Requisitions
« Use Blanket Purchase Orders

M QAD Questions? Visit community.gad.com
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Purchase Order Setup

« Set up credit terms
Set up supplier records
Configure purchase control seftings

Questions? Visit community.qad.com M QAD
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Set Up Credit Terms

Set up Credit Terms

Credit Terms Create %
| v Actions W 47" Tools | @ Attach | (=5 Frint | 4] Preview
Attachments
Credit Terms Code |
Description ._'ﬁ_
Payment Type Nommal, ad
Active v
Mormal | Discount i| Stagad|
Period Type Days - Base Date L hd
Mo of Periods [ 0 Base Days : U
|— 0 Grace Days : U
Mir Due Daps [ 0 Tems Interest Percentage A UUQ

 Credit terms are shared by all orders

» Credit terms codes define and are used to calculate the due date and discount dates
 Credit terms can be assigned to suppliers as their default
 Credit terms are a phanumeric: COD, N30...

M QAD Questions? Visit community.gad.com
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Exercise: Credit Terms

Set up credit terms for use with suppliers (on purchase orders) and customers (on invoices).

1 UseCredit Terms View (36.1.10.3) to review the credit terms that already exist in the
database.

2 Use Credit Terms Create (36.1.10.1) to add a new credit term.

Field ‘ Data

Normal Tab

Terms code 2/15N45

Description 2% DISC IN 15/DUE 45
Period Type Days

No of Periods 45

Discount Tab

Discount Percentage |2

Period Type Days

No of Periods: 15

3 Use Credit Terms Create (36.1.10.1) to add another five credit terms:

a 2/10P15: Terms are 2% Discount if paid within 10 days.
Entire invoice amount due at the end of the month with a minimum of 15 days.

b N20: Entire invoice amount due 20 days from the date of the invoice.
¢ EOM20: The entire invoice is due on the 20th day of the next month.
d 0: Entire invoice amount due upon receipt of the invoice.

e 50/50 (optional): Half of the invoice amount is due upon receipt of theinvoice (credit term
0) and the balance is due in 20 days (credit term N20).
« Set Payment Type to Staged.
« Inthe Staged tab right click and select Insert a New Row.
- Enter the credit term 0 in the Credit Termsfield, and 50 in the Percentage field.

« Right click and insert anew row for the credit term N20 and enter 50 in the Percentage
field.

Questions? Visit community.gad.com N QAD


http://community.qad.com

38 Training Guide — Purchase Order Management

Set Up Supplier Records

Set up Supplier Records

Supplier Modify *

# GoTo ~ Actions = 47 Tools '| & itach | @J Print &) Preview

Altachments

“de [10s1002 | Active v
“ion | 10G1002 | D

Eusziness Relation |Accuunting " F'aymant" Banking " Defaults ” Tax Info ” Comments

Bridgeville Industries

|_335ID Linco Road

]
I

[ 43127 | | Stevensvile |
[usa | @ [Usa-TaxPURPOSE |
[ M1 | | Michigan |

|

Business relations for suppliers should have already been set up.

M QAD Questions? Visit community.gad.com
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Set up Supplier Records

Supplier Modify *

# GoTo ™ Actions = 2 Tools '1 @ bttach ‘ L?,A Frint 8] Preview

Attachments

(1051002 | Bctive

. 1051002 | & D

Business Relation || Accounting | Fayrment | Banking ” Defaults || TaxInfo || Commentsl

Credit Terms | 300 £ | & Payment Group

Invoice Status Code | Fb-INIT 4 | o BL'WI Group

Send Remittance

7 e

7e

The credit term code created in Credit Terms Maintenance functions and entered here becomes the

default on purchase orders and invoices for this supplier.

Questions? Visit community.qad.com
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Set up Supplier Records

Supplier Modify X

# GoTo - Actions = 7 Tools 'i & sitach I kBl Frint | (5 Preview

Attachments

| 1051002

\
aien 1051002 |e D

Business Relation ” Accounting || Payment || Banking || Defaults | Tax Infa | Comments

Active

Taxable Supplier W Tax s Included

Federal Tax ‘ |
State Tax ‘ |
Miscellareous Tax 1 | |
Miscellaneous Tax2 | |
Miscellaneous Tax 3 | |
Taxin City & Tax Report

Tax Zone ‘ S / |

P [ Al

Tax ID information prints on tax reports and other selected documents, such as orders and
invoices, whereit is required by law.

 In some countries, you can use the sametax IDsfor all company locationsin the country, state,
or province

- In others, you must set up a separate address record so that you can specify a separate tax ID
for each address and site

Example In Canada, all ship-to addresses for the same customer use the same tax ID, but in
Brazil, each ship-to address has a separate tax 1D.
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Set up Supplier Records
ISunpllel Data Maintenance *
® GoTo ~ Actions * Copy = 0=h Print » Preview | # Attach
Suppéer1051002 () Sie: (&) Carier
Supplier Addiess
Supplier: 1051002 Business Relabore 10-51002
Mame: Bridgeville Industries Active:
Address: 3330 Linco Road Added:
Address:
Address:
City: Stevensville State: Ml Post: 49127 Format
Country: USA County: |
Atterdior: Elizabeth Clear 21
Telephore: [2)
Fax 12y
Suppher Data
Sort Name: Bridgeville Industries Currercy: USD
Supplier: RMS Language: us
ShipVia:| PER INSTRUCTIONS b Daybook Set: | T0PURCH
Rematks: Site:

Supplier Data

Sort Name. Name used when sorting addresses for reports and inquiries. This defaults from
the supplier name entered when the supplier isfirst added

Type. Selects groups of suppliers for reporting, particularly for purchase order reports.
Validated against predefined values entered in Generalized Codes Maintenance (36.2.13), if
any

Ship Via.

- Default on all purchase orders and blanket orders for this supplier, can be changed
manually during order entry

« Prints on formal documents such as purchase orders, blanket orders, receivers, and return
documents

- Validated against predefined values entered in Generalized Codes Maintenance (36.2.13),
if any
Remarks.
 General remarks pertaining to this supplier, usualy to the order or shipping process

» Default remarks on all purchase orders and blanket ordersfor this supplier, can be changed
manually during order entry.

« Print on formal documents such as purchase orders, blanket orders, receivers, and return
documents

Questions? Visit community.qad.com M QAD
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Maintain Supplier Iltems

Maintain Supplier ltem

| Supplier term Maintenance |

M GoTo ~ Actions ~| L. Copy ™| ‘%I Print (& Preview =& attach |
Item Number:E0003 (\y Supplier:1051005 @_} |
Itern Mumnber: EO003 i ' Keyboard

Supplier: 1051005 i 'i Absolute Electronics Company
Supplier tern:| ABSEE700] L7,

Unit of Measure: E&
Supplier Lead Time: 1

Use 50 Reduction Price: 200%
Currency: USD
Quote Price: 26.00
Quote Date: 541772010
Quate Oty: 0o
Price List:

Marutachuer
Manufacturer Ibem:

Comment:

Whenever you enter an item number not defined in your item master, the system checksto seeif it
isasupplier item. If amatch isfound, your internal number is displayed on the order line. Theitem
number you entered is also displayed in the Supplier Item field. Both are printed on all
communications to the supplier

Also, the supplier item number displays on the Purchase Order Receipts (5.13.1) screen, in case
your supplier’s packing list neglected to include your item numbers

Field Definitions

Item Number. Your internal item number related to this supplier item number
Supplier. The address code identifying this item's supplier
Supplier Item. The item number this supplier usesto identify thisitem

Supplier Lead Time. The quoted supplier lead time expressed in calendar days
 Does not include inspection time.
For reference only and can appear on some selected reports and inquiries
- In particular, prints on the purchase requisition for the buyer's use

Use SO Reduction Price.
« Used in the Enterprise Material Transfer (EMT) order processing environment
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- Indicates whether to use a percentage to calculate the transfer price from an external sale
order price

Quote Price. The price per unit the supplier quoted for thisitem

Quote Date. The date the supplier quoted you this price. The default isthe system date. Dateis
for reference only and can appear on reports and inquiries

Quote Qty. The minimum quantity you must order to be eligible for the quoted price

Price List. The code for the price list associated with this supplier item. For reference only and
can appear on reports and inquiries

Manufacturer. Thisisthe code identifying the original manufacturer of thisitem, if different
from the supplier

It isvalidated against predefined values entered in Generalized Codes Maintenance (36.2.13),
if any. It isfor reference only and can appear on reports and inquiries

Manufacturer Item. The original manufacturer'sitem number for thisitem. For reference only
and can appear on reports and inquiries

Questions? Visit community.gad.com N QAD
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Configure Purchasing Control Settings

Purchasing Control

Purchasging Contral
M GoTo ™ Actions 7| || Copy ™ ng Print %] Preview | & ptach
Sh\p-'i'o.‘i ﬁ-1 Dﬁ ug Inspection Location:D.3.U
Ship-Te:| 10-1000 el Price T able Required
Dizcrete Discount Table Reg
PO Prefis: P10 Schedule Discount T able Required
Next Purchase Order.| 00070001 | LnFormat 5/M:[Single +|
Receiver Prefiz:| R10 PO Header Comments:
Hext Recsiver:| 0001 UUBB_E PO Line Comments:
Sort PO By:| Site - Cancel Backorders:
Receive All: Keep Booking History: |V

Appred Fegs for POs:

Ingpection Location: | 030
Receiver Type:| 1 Type: 0-Donot print receivers
Sequential Receiver: V 1 - Print for each shipment

2 - Print for each item/shipment

Taolerance Percent: Td.ﬂﬁ_ [Acceptance Limit For Overshipments)

Use this table to control purchasing operations and options.

Note Alwaysuse PO and receiver prefixesfor distributed (multiple databases) purchase orders so
that purchase order and receiver numbers are unique.

Field Definitions

Bill-To. Whenever you add a purchase order or blanket order, the bill-to address defaults to the
bill-to address code from Purchasing Control. The bill-to address prints on the purchase order.

If you have several bill-to addresses (for example, one for each entity), you can choose to
leave the default bill-to address in Purchasing Control blank, forcing the operator to enter the
appropriate bill-to address code on each individual order. Each billing address should be set up
in Company Address Maintenance (2.12)

Ship-To. Whenever you add a purchase order or blanket order, the ship-to address defaultsto
the ship-to address code from Purchasing Control. Y ou can change the ship-to address on each
order, as needed.

The address for each site should be set up in Company Address Maintenance (2.12), with the
address code equal to the site code.

When a purchase order is entered with line items referencing different sites, multiple purchase
order documents can be printed, one for each site. The system accesses the site address based
on the purchase order line item site.
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PO Prefix / Next Purchase Order. Each purchase order or blanket order entered must be
assigned a unique purchase order number. Y ou can enter one manually or let the system assign
the next number.

L eave the purchase order number field blank for a system assigned number.

The system records this next purchase order number in Purchasing Control (5.24) and
increments it automatically.

Note The system generates a purchase order for each blanket order released. The PO number
equals the blanket order number followed by a sequential release number. For example,
blanket order 123456 generates POs 12345601, 12345602, and so on.

Receiver Prefix / Next Receiver. When you receive or return purchased items, areceiving
record (receiver) is created for verification against the supplier'sinvoice when it is entered into
Accounts Payable. Each receiver is assigned a unique receiver number, entered manually or
system assigned.

L eave the receiver number field blank for a system assigned number. This next receiver
number is recorded in Purchasing Control (5.24) and incremented automatically by the
system.

Receiver number selects specific information to appear on reports and inquiries. Receiver
numbers are al phanumeric and will sort in that sequence.

Example Receivers 10, 20, and 100 will sort in the sequence 10, 100, 20.

Start with alarge number (such as 1000000) so that receiverswill sort in the sequence they are
entered

Because there can be multiple receivers for any given purchase order, use two different ranges
of numbersfor receivers and purchase orders

Sort PO By. Orders can be printed in sequence by site (default) or by purchase order line.
When orders are printed by site, an order document is printed for each order/site combination

Example If lineitem lisfor site 1000 and lineitem 2 isfor site 2000, you would get two
printed order documents, one for each site.

If ordersare not printed by site, using this same example, you would get one printed document
listing al the line items regardless of site

Print by Lineif you have set the ship-to by order line. In this case, a PO printsfor each unique
ship-to using the correct ship-to address.

Note When you choose to sort by Site, the system automatically picks up the address
associated with the address code equal to the site code, even if this addressis actually a
customer or salesperson. Be sure to enter the address for each site into Company Address
Maintenance (2.12). Set the address code equal to the site code.

Receive All. Displays as the default Receive All setting when you process a purchase order
receipt. It can be changed manually on any receipt transaction

 Yes = The system sets the quantity to receive equal to the quantity open on each purchase
order line

Note Thisdoes NOT include subcontracted line items; set these quantities manually.
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If al lines were shipped complete, the receipt can be processed with aminimum of keystrokes,
significantly speeding up processing; without care, however, this can lead to over-receipts.
Train your receiving staff to carefully verify the receipt quantity displayed on the screen
against the shipment quantity on the supplier packing list. If there are exceptions, they must be
entered manually

« No = the system leaves the quantity to receive as zero. Y ou must enter the quantity to
receive on each line
Price Table Required.

« Yes = items must have an existing pricelist. Only items from an existing pricelist can be
entered, and only if the price list, item, unit of measure, and currency match

« No = items can be entered whether or not a price list exists. Prices can be overridden
unlessthe field is password-protected

Note By requiring price tables, you can control which items can be ordered or purchased
to/from and your customer/supplier units of measure (such as case quantities).
Disc Table Required.

» Yes=only items from an existing discount table can be entered, and only if the price list,
item, unit of measure, and currency match

« No = items can be entered whether or not a discount table exists

Apprvd Regs for POs. Specifies whether purchases must be approved prior to entering a
purchase order

» Yes = you are using purchase approvals.

Prior to entering a purchase order, arequisition is entered, printed, and approved. The system
calculates arequired approval level for any purchase requisition, whether it is manually
generated or created by MRP. Requisitions requiring approval cannot be referenced on a
purchase order or blanket order until they have been approved.

Note Approval codes can have up to four levels of people required to approve a purchase
reguisition, depending on the purchase cost. Approval amounts can be calculated by site,
product line, person requesting, and purchase account (for non-inventory items).

Approva information is printed on requisitions waiting to be approved. When approvals are
entered, an appropriate approval code must be recorded

« No = approval code exists for the site, product line, purchases account, or requested by
entered on the PO, you will not be required to go through the approval process. It is not
necessary to use purchase approvals for everything you buy. Only set up approval codes
for things that require an approved requisition prior to purchasing

Example You may require approvalson all capital equipment purchases but not raw
materials.

Inspection Location. Only appliesto purchase order line items flagged as Inspection Required
= Yes. Thisdefaults from the item planning data for each item

Receiver Type. Indicates whether receiving documents are printed and controls how many
receivers are created for each receipt

Sequential Receiver.
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 Yes = ensures that receiver numbers occur in sequence. This prevents anyone else from
creating purchase orders while areceipt is being processed
Tolerance Percent / Tolerance Cost. ¢

- If an overshipment is out of tolerance range (over the defined cost or percentage allowed)
an error displays and the receipt cannot be processed

- Toreceivethe additional quantity, go back and increase the quantity on the purchase order
or temporarily change the tolerance

« Appliesto whole database

Ln Format.
« Single = you can display and maintain detailed information for each line item
Thisisthe default setting
Y ou must use Single line format to access and change thisinformation
« Multi = you can enter basic information--item, quantity, and price, for up to 12 lineson a
single screen
Dates, site, location, tax status, and GL accounts simply default
Note When you first implement the system, use Single line entry mode. It requires only one
additional keystroke per line and gives you much more functionality.
PO Header Comments / PO Line Comments.
* Yes = the transaction comment screen displays for the user to enter comments, which can
be flagged as printing or non-printing
« No =if you normally do not use comments, use this setting to avoid being prompted each
time with the comment entry screen
Cancel Backorders.

 Yes = the system allows you to flag this backorder quantity as canceled at the time you
process the receipt. This means that any backorder can be cancelled, regardless of the
quantity.

Example With an order for 1000 against which you receive only 5, if the operator specifies
Cancel Backorder when processing this receipt, the remaining order for 995 will be flagged
cancelled.

« No =you can only cancel abackorder through Purchase Order Maintenance (5.9),
manually setting the line item status to X. The order quantity will remain open until itis
received completely or cancelled.

Keep Booking History. Y es = the system keeps an audit trail of all incoming purchase orders,
including new orders added or existing orders changed. A record is kept in transaction history
and identified as type ORD-PO with the item, order quantity, price, cost, date, user ID, and
other information. A transaction history record is kept for al additions and changes.

Example If you enter alineitem with a quantity of 100 but you meant to enter a quantity of
10, the system tracks the booking for the initial quantity of 100. When you correct the mistake,
the system creates two more booking history entries, one for -100 and another for the correct
quantity of 10.
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Note You can end up with many booking history records. Examine the booking history
reports available and decide whether you really plan to use them before you consume space
with booking history.

ERS Processing.

» Yes=awindow allowing update of the ERS Option and the ERS Price List Option will
appear during entry of the order header and during entry of each order line during
Purchase Order Maintenance 5.9, Blanket Order Maintenance (5.3.1), and Scheduled
Order Maintenance (5.5.1.13)

The ERS Option will default to the value entered in Purchasing Control maintenance

The ERS conversion utility must be run and complete successfully for thisfield to remain
set to Yes. If the ERS conversion utility is not run or does not compl ete successfully, the
field will be reset to No

 No = ERS s not enabled

The window allowing update of the ERS Option and ERS Price List Option will not
appear
The ERS Option does not serve as a default
ERS Option. Sets the default for the order header. The order header will then determine how
the order lines are defaulted

 Yes=awindow allowing update of the ERS Option and the ERS Price List Option will
appear during entry of the order header and during entry of each order line during
Purchase Order Maintenance 5.9, Blanket Order Maintenance (5.3.1), and Scheduled
Order Maintenance (5.5.1.13)

0 =the ERS option on the lines of the order should be determined at the time ERS
jprocessor isrun

« 1 =ERS processing will not occur for this order
Note When determining the ERS option for a purchase order line, the system looks for a
corresponding ERS Maintenance record or combination of ERS Maintenance records.
Price by PO Line Due Date. Determines whether or not due date and credit terms interest can
be modified for each lineitem

 Yes = apopup window appears containing two fields: Due Date and Credit Terms Int

Due Date defaults from the PO header due date and is used for price table and discount
table lookups

Credit Terms Int defaults from the PO header credit termsinterest rate
Both fields can be modified for each lineitem
 No = the popup window does not display
Pricing calculations use the PO header values
PO Interest Applied Acct . The general ledger account code recording the applied credit terms

interest for a purchase order. Account code is just one component of an account number
defined in the GL.

 Allowsyou to separately track the interest component of purchasing and salesin
hyperinflationary currencies
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If you do not deal with hyperinflationary currencies, you should set the PO Interest
Applied Acct equal to PO Interest Accrued Acct and the Terms Interest Pct in Credit
Terms Maintenance (2.19.1) to 0%

Note If you turn on account verification in the System/Account Control, the system will
verify that accounts entered in other modules, such as sales or purchasing, are correct.
Next Fiscal Batch. Batch numbers are used to identify a group of transactions that were
entered all at the same time, such as a batch of invoices, vouchers, or PO Receipts (fiscal)
« Batch number is not required to modify a transaction
If you leave batch number blank and enter an existing reference number the system
displays the batch number for you

Require Acknowledgment. Y es = the system generates an acknowledgment. Thisisthe
default.

Generate Date Based Release ID. Affects Supplier Schedule Update from MRP. When set to
Y es, a newly-created release gets a release number with aformat of YYYYMMDD-nnn,
otherwise it gets the usud 6-digit serial number.

o If it runson July 16, 2001, for the first time, the release number is: 20010716-001

« If it runsagain on July 16, 2001, it seesthat 20010716-001 already exists, so it increments
the last 3 digits, e.g.: 20010716-002
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Set Up Item Planning Data

Item Planning Maintenance

|Item Planning kdaintenance >'\|

# GoTo ™ Actions 7| | -Copy-=| [!:';,J Print & Preview | # attach
ltem:BO0O3 "\v:r) Item Mumber: 60003 {?_} Supplier.
Itermn Muraber: B0003 Description: Keyboard

Unit of Measure: EA |

Item Planining D ata

Mstr Sched: Buyerz’P\anner:E 1-02 - Phantorm:

Plan Orders: Supplier: | ' Minimurm Dldar:'. 1]

Time Fence:| D:: PO Site:| ) F ] b auimunn Dldar:.. U
MRP Required: PurchaseManufacture:| P = Order Multiple: [ U.

Order Palicy:| POQ 1 Configuration Type:| ., s ' Op Based Yield:

Order Qi | ) D_‘ Inspect *tield Percent:| 1DU.DD°/°_

Batch Oty: 1.0 LT 0,0 CumlT: 0 Fun Time:| ) 0.000
Order Periodt| 7 0 Miglt|  1.9] Pult| 5.0 Setup Time:| 0.000
Safely Stock] o EMT Type:| NON-EMT [

Safety Tima:; U ATP Enfarcement: .NDNE '.‘ Ao EMT Processing
Rearder Point;| U_ Family ATP: Metwork Code:
Item Hev:; B ATP Harizon: | D: Flouting Code:

This section covers Item Planning Data. This datais important in many modulesin QAD
Enterprise Applications. In Purchasing, buyer/planners normally maintain this data.

« Item planning data controls planning and manufacturing functions

« If anitemisused at multiple sites, planning data can be set up differently for each site using
Item-Site Planning Maintenance (1.4.17)

 The buyer (buyer/planner) normally maintains this screen for purchased items (Pur/MFG = P)

Field Definitions

Plan Orders. Indicateswhether Material Requirements Planning (MRP) should create planned
ordersfor thisitem. Planned orders are orders with a suggested order quantity and due date
calculated by MRP to meet planned future demand.
Order Policy. A code controlling the MRP process for this item/product
« Operates in combination with the Plan Ordersfield
If Order Policy = [blank], MRP does not plan thisitem, regardless of the Plan Ordersfield
If Order Policy is not blank, MRP plans the item
« Order policies can be:

POQ, Period Order Quantity: A planned order is created to cover the requirements for a
specified number of calendar days
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FOQ, Fixed Order Quantity: Planned orders are created with the order quantity specified
in the Order Qty field

LFL, Lot for Lot: A separate MRP planned order is created to satisfy each net requirement
OTO, One Time Only: A single order is created with an order quantity of one

Would not be used for inventory items, but could be used to plan project activities and
milestone events that happen only once

Any other non-blank valueis processed as LFL
Order Qty. The normal order quantity for thisitem or base process

Order Period. Operates only if the Order Policy = POQ
« The number of calendar days to cover by one MRP planned order
The default is 7 days
- If there are any, it will be validated against predefined values entered in Generalized
Codes Maintenance (32.6.3)

Safety Stk. The quantity of thisitem to be maintained in inventory as protection against
fluctuation in demand and/or supply

Safety Time. The number of working days early that MRP plansto receive ordersfor thisitem,
as ahedge against late deliveries

Reorder Point. The inventory level at which thisitem should be reordered

Rev. An optional code identifying the engineering revision of thisitem. If specified, itis
validated against predefined values entered in Generalized Codes Maintenance (32.6.3)

Buyer/Planner. An optional code identifying the person responsible for planning and ordering
thisitem. If specified, it is validated against predefined values entered in Generalized Codes
Maintenance (32.6.3)

Supplier. An optional code identifying the normal or preferred supplier for thisitem

PO Site. Where the purchase order for thisitem isto be generated
- Determines which purchasing department takes action on this requisition
- If not using distributed purchasing, this field can be left blank

Pur/Mfg. Code indicating if an item is manufactured, purchased, or configured to order
« Other specia item codes identify items used for planning purposes only

- If there are any, it will be validated againgt predefined values entered in Generalized
Codes Maintenance (32.6.3)

« Purchase/manufacture code controls how the system explodes forecasts, plans and creates
orders, and calculates costs for the item

« Code options include the following.
P (Purchased): Item is normally purchased
D (DRP): Item is usually supplied internally from another site
M (Manufactured): Item is normally manufactured

R (Routable): A specia type of manufactured item, made only when needed by an upper
level assembly
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C (Configured): The item is configured to order
F (Family): A specid type of item used for planning
Never actually made or stocked
For multilevel master scheduling
Family items are set up with a planning bill
Pur LT. The normal or average number of calendar daysit takesto complete a purchasing cycle

for thisitem, from the date the need for a purchase is recognized to the date the item is
received. Does not include inspection time

Inspect. Indicates whether this item is to be inspected after receipt

Ins LT. The normal or average number of working days needed to inspect thisitem after it is
received

Min Ord. The minimum quantity of thisitem to be ordered on asingle order

Max Ord. The maximum quantity of thisitem to be ordered on a single order
» Default is zero, which means there is no maximum.
 Does not prevent you from ordering more than this quantity

Ord Mult. The multiple in which ordersfor thisitem are placed. The default is zero, which
means there is no multiple

Yield%. The percentage of any order expected to be in usable condition. Default is 100%
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ltem Cost Maintenance

ltem Cost Maintenance *

# GoTo = = Adtions = .l Copy v| & Print ' Preview | # Attach
Item: 60003 ) ltem Number:60003 (% TaxClass:
Itern Mumber: 0003 Descrphion: Keyboard
Urit of Measure: E&

I| Totals

Totals: 55,00 000 55.00 08/28/10
GL Cost Data [GL Cost Source Site: 10100 £ Set Standand)
Element Thiz Level Lower Level Total Pri Category A/
Matedial 55.00 0.00 55.00 Material
Labar .00 0.00 000 Labar
Eurden .00 0.00 000 Burden
Overhead .00 0.00 000 Overhead

Subconty .00 0.00 000 Subcaontr

GL Cost Data

- Item Cost Maintenance (1.4.9) maintains the price, tax status, and cost for items. Every item
has at |east two cost sets:

 GL
» Current

« The GL cost isthe default price on a purchase order if thereis no supplier item or pricelist
price

« Other cost sets can be maintained in the Cost Management module

- If anitemisused at multiple sites, you can enter different costs for each site using Item-Site
Cost Maintenance (1.4.18). Price and tax status are the same for an item at all sites

 Functions that create general ledger transactions use the item GL cost of the item. Standard
cost isthe default, but you can change it to average cost using Cost Set Maintenance (30.1)

« You can change standard costs manually. The system maintains GL method average costs asit
processes inventory transactions.

- For sites using standard cost. Any difference between the standard cost (minus this-level
overhead) and the purchase order priceis posted to purchase price variance.

- For sites using average cost. The GL cost is re-calculated on each receipt.

« Purchase Price Variance (PPV) calculated by the system during PO receipts uses material cost
only
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« Overhead isaccrued during PO receipts and generally represents fixed overhead, or costs such
asfreight

- If thereis no price list/supplier item/price on a part, this level material cost from the GL cost
set (standard) will default as the purchase unit cost

 Any difference between the purchase cost and the GL cost will be treated asa PPV at PO
receipt, excluding any thislevel overhead amounts

M QAD Questions? Visit community.gad.com


http://community.qad.com

Purchase Order Setup

55

ltem Cost Maintenance

[tern Gost Maintenance %

# GoTo ~ Actions 'i -l Copy '! l.?,) Print & Preview i & Mttach
Item:E0003 () Item Mumber:E0003 ) TaxClass:
Item Murnber. G003 Description: Keybaard
Unit of Measure: EA

I| Tatals

Totals: 3304954 noo 33.04954 07424410
Current Cost Data [GL Cost Source Siter 10-100 / Set: Current)
Elernent This Level Lawer Level Total Pri Categary A0
[ Mteial 1 33.04354 000 33.04354 Matsiial
[ Labor | oo oo 0.00 Labor
[ Burden j oo oo 0.00 Burden
| Overhead | 000 0.00 0.00 Dverhead
[ subcanir j oo oo 0.00 Subcontr

+ You can use current costs for comparison in combination with standard or average costing

» The system keeps current costs by GL average or last purchase or manufacturing cost

» The current cost can be set to the new average or last cost with each receipt
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Exercise: Supplier Codes, Addresses, Items, and Master
Comments

1

2

Use Supplier Browse (2.3.2) to review the suppliersthat already exist in the database.

Use Supplier Modify (28.20.1.2) to change the payment information for supplier 10S1005.

 Under the Payment tab, assign the Credit Terms code 2-10/30 to this supplier and set the
invoice status code to 888.

Note that the same credit terms are used for both sales and purchasing.
« Under the Tax Info tab, set Taxable Supplier to No.
Checks sent to supplier 1051005 should be directed to another address. Use Business Relation

Modify (36.1.4.3.2) to add a new address with type REMITTANCE to the supplier business
relation 10-S1005:

58 Queen’s Avenue Drive, Livingston, New Jersy, 7039, US

Use Supplier Item Maintenance (1.19) to set up item for supplier 10S1005.

 Thissupplier refersto item 60002 using item number DRO01 and has requested that you
refer to their number on all orders.

« It takes them only one day to deliver.
« They quoted you aprice of 100 USD EA on the condition that you purchase at least 50 EA
at onetime.
Use Master Comment Maintenance (2.1.12) to set up a Master Comment (Master Reference)
for supplier 10S1005:
Please refer to contract number 5602-A when requesting account information.
Y ou can use this comment later when accessing data for this supplier.

M QAD Questions? Visit community.gad.com


http://community.qad.com

Purchase Order Setup 57

Summary
v Set Up Purchase Orders

« Process Purchase Orders

« Using Requisitions

« Using Blanket Purchase Orders
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Process Purchase Orders

Process Purchase Orders

~ Process Purchase Orders
« Using Requisitions
+ Using Blanket Purchase Orders
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Purchase Order Life Cycle

Purchase Order Life Cycle

Craaiai Process
Requisition HlEnket
4 Order
. Create the ] Print the
Purchase =———  Purchase
Order \ Order
|
v
Receive the " Print Reports Return the
Purchase Purchase

!

Correct PO
Errors

Requisitions and Blanket Orders are covered in other sections of thistraining guide: see Chapter 5,
“Requisitions,” on page 93 and Chapter 6, “Blanket Purchase Orders,” on page 113.

Thisillustration is a suggested processing sequence of master data for Purchase Order
Management. It is based on information that flows from one master data to another and
prerequisites that need to be accomplished before setting up a table. Reading the illustration:

Boxes with solid lines are required for setup and are covered in this course.

Shaded boxes reflect optional steps, but are covered in this course.

-— .,

1 I Boxeswith dotted lines are required, but are covered at length in another course.
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Create the Purchase Order

Purchase Order Life Cycle
Process
Requisttion Blanket
Create the e
Purchase Order Purchase
Order
5.7
R i th ; Ret th
';lfrecl;'lnzsee Print Reports Pirzr:qs:
Correct PO
Errors

« A purchase order (PO) is aresponse to ademand for materials, for example arequisition or an
MRP action message

« In genera, POs are entered, printed, received, and closed or canceled
« Complete receiving history is maintained for matching with accounts payable

» Purchase Orders can be entered manually or created by processing arelease against a blanket
order

» Open POs or line items have a <blank> status code and are considered a firm source of supply
for inventory items by MRP

» QAD Enterprise Applications generates action messages if aline item should be canceled,
decreased, increased, or expedited

Note Before entering purchase orders, it is useful to print the Purchase Requisition Report
(5.1.6), which lists all the requisitions for the site. The requisitions can then be used during the
creation of the PO lines.
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Purchase Order Sections

Purchase Order
Purchase
Order
| |
Headar Line ltems Trailer
(Body) (Footer)
Line ltem
Line ltem
1 2 m——
L 1§ Line ltem

Purchase Orders and Blanket Purchase Orders have three sections.
1  Theheader contains PO site, contract terms, supplier data, and the delivery date.

2 Thelineitems contain information about the ordered items, such as quantity and price.
Any exceptions to the header data, such as a different due date or a different site

The PO site on the line items can be changed if that item isbeing purchased for asite other
than the one on the header

3 Thetrailer contains tax, shipping and status information.
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Purchase Order Maintenance

Purchase Order Maintenance
‘Purchase Order Maintenance X‘
® GoTo ™ = Actions *| | Copy *| &0 Print A Preview | & attach
Purchase Order 1010001 ) Supplier1051002 ) Piice Tbt
Header Lines
b » Detals > ¥ > B | 2 > b
Header
Purchase Order. P1010001 Supplier: 1051002 Ship-To: 10100
Supplies Ship To
Bridgevile Industries QM1 USA Division
3390 Linco Road 30 Ridgedale Avenue
Stevensville M 43127 E ast Hanover MJ 7950
US4 - TAx PURPOSE US4 - T&X PURFOSE
Details
Order Date:| 10/29/2010 Price Tht| 2 Confuming ¥ Imnp/Espe
Due Date:| 10/29/2010 ~ | Dise Tht D Curercy: USD 0| Language:| us o)
Buyer| 302 - Ln Dises 00| Tasable: J<] -
Bill T 104100 e Site: 2 Fixed Price: ¥ Conzign:

Header

» The order header includes the Supplier, Ship-To, Credit Terms, Currency, Exch Rate, and
other general order information

- If requisitions are being used and the PO header Due Date is blank, the Requisitions Need
Date in Purchase Requisition Maintenance (5.1.4) defaults as the PO line Due Date

» Once you enter the header, the order is stored even if you do not enter any line items
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Line Items: Single-Line Mode

Purchase Order Maintenance

| Purchase Order Maintenance

# GoTo ™ Actions 7| | Copy *| = Print » Preview # Aftach
Purchase OrderP1010001 ()  Supplier1051002 (¥  Sie10:100 ™ len
Lines  Traile:
B Lines > [
Header
Purchase Order. P10100001 Supplier: 1051002 Ln Farmat S/M: Single
| Lines
Ln  Site Req Item Nurmbes Oty Drdered UM Urit Cost Disc®
1 10100 B0003 1000 EA 55.00 o0og
Line Details
Oty Received: 0.0 Duse Date: 10/29/2070 CRT Int: 000
Oty to Rek: oo Pur&cct 6610 Mech ADM
Single Lot: Performance Date: Project:
Location: 020 Need Date: Type:
Item Revision: SalesAlob: Tanable:
Status: Fiued Price: Inepect Req: Crmis:

- If you enter your item number, QAD Enterprise Applications displays the GL material cost

- If you enter the supplier’ sitem number, the system accesses datain Supplier Item
Maintenance (1.19) and Price List Maintenance (1.10.2.1) and displays the Purchase Cost
guoted for that order quantity

- If asupplier item record isin the table for the supplier and item number, the price is obtained
from the supplier item

« Thepriceisonly obtained from the price list if the price list code is entered on the PO

« You can enter one line at atime or multiple lines; the default is established in Purchasing
Control (5.24)

Single-line entry allows you to enter more details, such as dates, site, location, tax status,
and GL accounts

Y ou can change the method during order entry by entering S or M in the Ln Format field
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Line Items: Single-Line Mode

Purchase Order Maintenance
‘ Purchase Order Maintenance * |
® GoTo v Actions | L.l| Copy *| (=) Print » Preview | & Attach
Purchase Drder:P1070007 (if} Suppher 1051002 &, Site: 10100
Lines  Trailer
P Lines > | 2 >
i oy T 1 v Sy R
110100 50002 100.0 EA 55.00
Line ltems - Single-line Mode
Line Details
Qty Received: 0.0 Due Date: 10/29/2010 CRT Int: 0.00
Gty to Ret 0.0 Pur Acct: B610 Mech ADM
Single Lot Petfoimance Date: Froject:
Location: 020 Need Date: Type: §
Item Revision: able:
Status: ‘Work Order:|| /| |Reg: Crnmts:
Supplier Item: ID: Hion: 1.0000
Manufacturer Dperation: (el ity 100.0 EA
Descrptions Keyboard Subconbiact Type: - Coest:
Lot/Sesial; Const: 5.500.00

Note For subcontracting operations, you set the line Type = S (in single-line entry). The system
then requests the work order and operation numbers.
Note the following for memo (non-inventory) items:

» Set Typeto any value other than blank or S for a non-inventory line

= On receipt, the purchase account and cost center from the line are debited

» The purchase account and cost center default from the supplier, or from the product line if a
valid item code is entered

» You can use Requisition Approvalsto restrict use of the default account
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Line Items - Multi-Line Mode

|F’urchase Order Maintenance % |

® GoTo ~ © Actions | | Copy ~| 1 Print n Preview | & Attach
Purchase Order:P1010001 @ Suppher 1051002
Lines  Trader

P Lines > | g
Header

Purchase Order: P1010001 Supplier. 1051002
Lines

Ln Site Feq Item Murmber

1 10-100 E0003

2 O] 10100 £0002

Purchase Order Maintenance

Siter 10100

LrFarmat 5/M: Muli

Qty Ordered UM Unit Cost
1000 EA 5500
2000 EA& 12200

) Item Nu

Dise%
0.00
000

« Unlike single-line entry, Multi-line entry does not allow you to enter details such as dates, site,

|ocation, tax status, and GL Accounts

In multi-line entry, these fields contain the defaults for these fields

« In multi-line entry, you can enter 12 lines per screen

Questions? Visit community.qad.com
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Trailer

Purchase Order Maintenance

Purchase Order Maintenance %

# GoTo ~ Actiong * Copy =| =4 Print & Preview | & Attach
Purchase Order P1010001 () Suppker1051002 {~)  Curency:USD
Trader
B Tiailes > L3
Header
Puschase Oider: P1010000 Suppher 1057002 Ship-Te: 10100 Tra iler
Trailet
Mor-Taxable 29,500.00 Cunency: USD Line Totak 29.300.00
Taxable; 0oo Total Tax: oo
Tax Date: 10/29/2010 Totak 28,300.00
View/Edit Tan Detsit l I
Trailet Information
Order Revision: o
Order Rev Date: Amount Prepaid: 000
Print PO: Status:
EDI FO: Close Date;

Onceal lineitems are entered, QAD Enterprise Applications displays trailer information, totaling
line items and cal cul ating taxes.
Revision. When a purchase order isfirst entered, revision defaults to zero
» Each time a purchase order is changed, increase the revision number by 1

« A new copy of the purchase order document can be printed listing the current purchase
order information along with the revision number.

» When arevised purchase order is printed, it lists al of the purchase order line items, but
does not highlight changes

» To avoid confusion, highlight the changes yourself or enter comments describing the
changes made.

Print PO. Each purchase order and blanket order hasits own print field
« If Print PO = Yes, the order should be printed
- If Print PO = No, the order has already been printed

 The Purchase Order Print (5.10) or Blanket Order Print (5.3.5) functions automatically set
thisfield to No.

If you want to skip printing this order, set thisfield to No manually.
Normally aformal printed document should only print once
The print field prevents the document from reprinting by mistake.

°
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« Toreprint it intentionally, change the print field back to Y es using the maintenance
function.

EDI PO. The EDI PO field defines whether the purchase order will be exported by EDI
Purchase Order Export (35.15)

Status. With status code, the system decides whether to include a purchase order on reports
and inquiries, and whether to consider open line item quantities as sources of supply for
planning purposes

- Status = blank means the purchase order is open

It isincluded on all open order reports, and line item quantities are considered by
planning.

« Status = X means the purchase order is cancelled and not considered by planning
Line items might or might not have had anything received against them.
No further receipts can be processed against this order.

« Status = C means the purchase order is closed

Thisisautomatically set when all line items have either been cancelled or received in full
(or, for blanket PO's, released in full).

No further receipts can be processed against this order.

Closed and cancelled (status C or X) orders can be deleted using the Purchase Order
Delete/Archive function.

If an order or line item has been closed, it can be reopened by changing the status.
Returns to supplier can be processed even after an order or line item has been closed or
cancelled.
FOB. Free on board (FOB) prints on formal documents such as Purchase Orders, Blanket
Orders, and the Purchase Return Document
» FOB also displays on many purchasing inquiries and reports
Validated against predefined values entered in Generalized Codes Maintenance (36.2.13),
if any
Indicates the FOB point for receipts made against this order
Ship Via. Supplier ship viaisthe default ship viaon all purchase orders and blanket orders for
this supplier
It can be changed manually during order entry
Validated against predefined values entered in Generalized Codes Maintenance (36.2.13),
if any
The ship via prints on purchase orders, blanket orders, receivers, and return documents
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Exercise: Purchase Order Entry

Enter a purchase order for supplier 10S1005.

1

User Purchase Order Maintenance (5.7) to enter a purchase order for item 60002 as follows:

Field Data
Purchase Order [Blank]
Supplier 10S1005
Ship-to 10-100
Due Date [Tomorrow’ s date]
Site 10-100
Ln 1

Site 10-100
Item Number 60002
Qty Ordered 100
Print PO Yes

2 Use Purchase Order Print (5.10) to print the purchase order and verify that you entered the

information correctly.

MQAD
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Print the Purchase Order

Purchase Order Life Cycle
Process
ReR kT Blanket
Order
-‘:ﬁ : 3
Print the
Create the
purchase | Purchase Order
Order
.ﬁ,\\z.&: j :4,:9
Receive the . Return the
Purchase Print Reports Purchase
Correct PO
Errors
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Purchase Order Print

Purchase Order Print

Purchase Order Print X
# GoTo ™ Actions = L. Copy ™ 3:;. Print % Preview 1§ Attach
Purchase Order ® To %) Supplier:
Purchase Order:| | 3 Tor|
Suppher: e Tor|
Buyer: | V To:; =
Order Date: | | To:; v
Language 1D | i '_ Tn'; )
Open PO's Only: | Print Features and Options:
Print W0 Comment:
Unprinted PO's Only: & Include Retained Taxes: [V
Include Scheduled Order: Sort PO By é_‘Site =l
Print Bill- To Addiess: ¥ Farm Code: 1
Include EMT Orders: Update: ¥

Message: |

« Since apurchase order or blanket order is alegal document, it usually should be printed only
once

To make sure of this, once an order has been printed, the Print PO field in Purchase Order
Maintenance (5.7) is updated by the system

If Unprinted PO's Only = Y es, only orders which have not yet been printed are printed
If you need to reprint an order, set Unprinted POs Only = No
The order document is printed with the message *** DUPLICATE ***

If you need to reprint an exact copy of an order without the *** DUPLICATE ***
message, you must use the maintenance function and reset the print field to No manually

« If an existing PO is changed, its revision number is updated and the PO can be reprinted
- Date change information is noted in the PO Change History Report (5.9.21)

This report lists various changes made to POs, such asrevisions, item, quantity, and price
changes, but date changes are not included

This datais recorded in the system only if you set the Keep Booking History field to Yes
in Purchasing Control (5.24)

Date change information applies to PO Change History Browse (5.9.20) and PO Change
History by Item (5.9.22)

Only the effective date is kept; that is, the date the change occurred, not any changes to
due date, perform date, need date.

Note You can also see the transaction in Transaction History (3.21.1)
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QMI -USA Division

30 Ridgedale Awenue
East Hanower, M1 7950
UsA - TAX PURPOSE

Supplier: 1051002

Bridgeville Industries
3330 Linco Road
Stevenswille, MI 49127
UsA - TAX PURPOSE

Canfirming: yes
Buyer: 3-02
Credit Terms: 30D

Printed Purchase Order

ATTENTION: Elizabeth Clear

30 days after inmvoice date

PURCHASE ORDER
Order Number: P1010001 Order Rew: o}
Order Date: 10/29/10 Page: 1
Print Date: 10/29/10
Order Rewision Date:

Ship To: 10-100

OQMI -USA Diwvision

30 Ridgedale Awvenue
East Hanower, N1 7950
USA - TAX PURPOSE

Fax_ Number:
Supplier Telephon
Contac

Ship Wia: PER INSTRUCTIONS

S1te: 10-100

FOB:
Remarks:
Ln Item Mumber T Due Date Oty Open UM Unit Cost Extended Cost
1 60003 N 10/29/10 100.0 EA 55.00 5,500.00

Questions? Visit community.qad.com
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Receive the Purchase

Purchase Order Life Cycle
Process
Credate a
Requisition Bg.lnkef
rder
Create the Print the
Purchase Purchase
Order Order
(’
Receive the
Purchase Print Repors et
5.13.1
Correct PO
Errors
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Purchasing Receipts/Returns Menu

Purchasing @ toptentin

| Menu Search

Receipts/Returns Menu i :

=8 ¥ Purchasing

--@ Purchase Requisition Menu
-- Global Requisition Menu
|5 Blanket Purchase Orders M
[‘]--@ Supplier Schedules Menu
% Purchase Oider Maintenanc
[ Purchase Order Browse

|5 Purchase Oider Reports Me
B Purchase Order Print

B

B Puichase Receipt Docu
- PO Receipt Cost Brows
[ PO Receint Packing Slip
B Puichaze Receipt Repar
= @ Purchage Order Retums
B Purchase Return Docu
B Unwouchered Receipts
"Cs PO Container Maintena
"‘G PO Shipper Maintenanc
B PO Shipper/Container In
= PO Fizcal Receiving
B PO Fiscal Receipt Inquir
- @ PO Shipper Receipt
(28| PO Shipper Delste Archi
-7 PROJPLUS Supplier Perfor

; 17 Supplier Conzsignment |rven
@ Purchase Oider Cost Updat

@ Clased PO Receipt Delete/ v|

(I *

PO receipts and returns are accessible from the same menu
 Purchase Order Receipts (5.13.1): use this program to receive POs and shippers
» PO Shipper Receipt (5.13.20): use this program to receive shippers

This menu also lets you edit and maintain shippers and containers. These are normally tied to an
advanced shipping notice (ASN) sent to you through EDI.

« Shippers contain containers and can be received in their totality
- Containers can contain other containers as well as items

Questions? Visit community.qad.com M QAD


http://community.qad.com

76  Training Guide — Purchase Order Management

Purchase Order Receipts: Header

Purchase Order Receipts

Purchase Order Receipts X

# GoTo ~ Actions 7| | Copy 7 %‘ Frint & Preview

Order. P1010001 Supplier: 1051002 Status: Eﬂective:z_‘l 0/29/2010 -
Packing Slip:;| 2 Mave to Mext Operation: |V
FReceiver | P :‘ Bridgeville Industies
Receive Al
Comments:

Ship Date:_. |

« Record the PO number, the packing slip number (optional), and assign a receiver number

« Leave the receiver number blank if you want QAD Enterprise Applications to assign the next
number automatically

« Y ou can move subcontracted items to the next operation, set the quantity default to zero or the
guantity ordered number, and choose to attach commentsto receiver
Receivers. Receipts generate receivers that can be used by Accounts Payable or to attach to
items astravelers

 Receivers do not have to be printed if you do not use them; however, you will want to
delete/archive them occasionally

« Receivers are created automatically and verify the supplier'sinvoice when it is entered
into Accounts Payable

The purchase price shown on the receiver can be used to update the current cost of anitem
« GL transactions for the item are performed at standard cost
QAD Enterprise Applications tracks both vouchered and nonvouchered purchase receipts
Both should be archived or deleted periodically
Receive All. Indicates whether the purchase order is received complete, with all line items
delivered in one shipment from the supplier

- Thisfield defaults from the Receive All field in the Purchase Order Control
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« It can be changed manually on any receipt transaction.

Three variances are tracked:

1 When anitemisreceived, there might be a variance between the PO price and the GL cost.
Thisis posted to the PO price variance account.

2 When an item isinvoiced, there might be a variance between the PO price and the invoice
price. Thisis posted to an Accounts Payable rate variance account.

3 When an item isinvoiced, there might be a variance between the quantity received and the
quantity invoiced. Thisis posted to an Accounts Payable usage variance account.

Questions? Visit community.gad.com N QAD
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PO Receipts: Line Iltems

Purchase Order Receipts
| Purchase Order Recaipts X |
® GoTo * Actions = Copy *| G0 Print & Preview | & Attach
Unit of Measure: @ D
Order; P1070001 Suppler: 1051002 Status: Packing Slp:
L Item Mumber UM Oty Open UM Receipt Oty UM Project Due Date T
1 E0003 E& 1000 EA 100.0 EA 10/29/2010 s
2 B0002 EA 2000 EA 0.0 EA 10/29/2010
.
line ltems
Lire: -~ Unit of b easune: Site: Loc:
Quantity: 1D Lot/Ser:
Packing Oty 0P Reference:
Cancel B/0: Supgplier Lot

 For each item, record the quantity received, the site and location information, and whether to
cancel any backordered quantity

When alineitem isfully received, it isflagged closed (Status = C) in Purchase Order
Maintenance (5.7)

Partially received lineitems can be canceled (Status = X) during Purchase Order Receipts
if Cancel Backorders = Yesin Purchasing Control (5.24)

- MRP does not consider closed or canceled lines, and you cannot process receipts or returns
against them

Instead, you must reopen them by changing the Status field
» Once dl lineson a PO are closed or canceled, the PO Statusis set to [C]losed and it can be
deleted and archived

Note You can process areturn against a PO with the original line closed, without having to
change the line status. If specified, the RTS function will reopen aclosed PO and create anew line
onit for the items being returned.

« You can record receipts against both purchase orders and supplier schedulesin Purchase Order
Receipts (5.13.1)

More than one line item can be processed in a single transaction
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Y ou can correct errors made in receiving by entering negative quantitiesin Purchase
Order Receipts (5.13.1); however, you might have to reopen a purchase order line to do
this

- If the cumulative quantity received for a scheduled order line exceeds the maximum order

quantity for that line, the system displays a warning message

« When you record areceipt, the system records three history records:
Purchase receipts
Inventory transactions
Inventory GL costs

These records are used for accounts payable, variance reporting, and supplier performance
reports

If you receive deliveries from more than one supplier on the same day for the same order, you
should enter separate receipts to simplify vouchering in Accounts Payable
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PO Shipper Receipt

PO Shipper Receipt

PO Shipper Receipt *
M GoTo ™ Actions 'i | Copy '! LQ,J Print s Preview i @ btach
Supplier:1051002
Supplier:| 1051002 2 EBridgeville Industries
Shipper [0 | 2] 2390 Lineo Road

Thisis an optional process.

= Confirm Shipper takes a supplier's shipper, or advance shipping notice, and receives that
shipment into inventory

+ You can receive a shipment either here or in Purchase Order Receipts (5.13.1)
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Print Reports

Purchase Order Life Cycle
Process
Serslinied Blanket
9 Order
Create the Print the
Purchase Purchase
Order Order
Receive the P"ni Reporis Return the
Purchase 5.9 Purchase
Correct PO
Errors

Purchase Order Reports Menu

» You can list POsin three sort sequences:

Purchase Orders by Order Report

Purchase Orders by Supplier Report

Purchase Orders by Item Report
» The PO Commitment Report lists commitments to suppliers for open PO items
» The PO Supply Schedule listsitems due to be received

» The Receipt Transactions Browse (5.9.13) and Receipt Transactions Report (5.9.14) contain
PO receipt information

» The Supplier Performance Report shows all performance data

» The PO Change History Browse (5.9.20) and PO Change History Reports (5.9.21) contain all
PO change data, provided you direct the system to retain this history, by setting the Keep
Booking History field to Yesin Purchasing Control (5.24)
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Return the Purchase

Purchase Order Life Cycle
Grectea Process
Requisition Blanket
4 Order
Create the Print the
Purchase Purchase
Order Order
Return the
Receive the .
Porchcse Print Reports PUI’C hqse
5.13.7
Correct PO
Errors

There are two ways to return goods to asupplier. If the purchase order still exists, use Purchase
Order Returns (5.13.7). Or use Purchase Order Maintenance (5.7) to enter anew line or order for
the items to be returned. Use negative numbersto indicate returned quantities. Receive itemsin
Purchase Order Receipts (5.13.1).

This guide discusses the return of goods to the supplier using Purchase Order Returns (5.13.7). If
you are using the Service/Support Management module, the Return to Supplier functions (11.7.3)
are used to return items to the supplier for service. See Training Guide: Service/Support
Management (SSM).

« A purchase order return indicates that you are returning materials to a supplier. The material
can be taken from inspection, inventory, or work in process (WIP). Receiving history is
generated for matching against the supplier invoice in Accounts Payable.

« Y ou can process returns against any PO, open or closed, returning up to the received quantity.
If you want to replace items, enter areplacement order in Purchase Order Maintenance (5.7) or
increase the quantity on an open PO.

Note Returns affect the Supplier Performance Report (5.15).

« Subcontract items are returned out of WIP. The return updates the quantity completed at the
WO operation.

- A complete audit trail of all inventory transactions is maintained in transaction history
(tr_hist), which can be reviewed using Transactions Detail Inquiry (3.21.1) Each transaction is
identified by atransaction number and a transaction type (ISS-PRV).
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- All general ledger transactions are stored in the unposted transaction table until they are posted
Unposted transactions can be reviewed using Unposted Transaction Inquiry (25.13.13)
The GL entries are the reverse of those created by Purchase Order Receipts (5.13.1)

If you process an incorrect quantity in thistransaction, you can reverseit by processing the
same transaction again with a negative quantity. After you reverse the original entry
entirely, process this transaction again with the correct quantity to maintain a complete
audit trail

Note Do not use a negative Purchase Order Receipt to process areturn; it does not update
supplier performance history.
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Purchase Order Returns

Purchase Order Returns

Purchasze Order Returns %
W GoTo ~ « Actions v .ll Copy | = Print & Preview # Atach
Purchase Order:F10710007 (\;, ShipFrom 10100
Purchase Order: P1010001 Suppler: 1051002 Status: Effective:| 10/23/2010 =
ATV Nbr: || Bridgeville Industnes
Retumn Al
Ship-FrUm.. 10100 p 2| Ulvasound IMfg Site Retun to Replace:
ShiD'TU.. 1051002 ¥ Bndgeville Indusines Comments. ¥
Move to Next Operation:

Header

Purchase Order. Specify the PO number

Status. A code identifying the status of this purchase order

With status code, QAD Enterprise Applications decides whether to include a purchase
order on reports and inquiries, and whether to consider open lineitem quantities as sources
of supply for planning purposes

« Blank = the purchase order is open

It isincluded on all open order reports and line item quantities are considered by planning
« X =cancelled

Line items might or might not have had any quantity received against them

The order is cancelled and not considered by planning

No further receipts can be processed against this order
» C=closed

Statusis set to [C] automatically when all lineitems have either been cancelled or received
infull (or, for blanket PO's, released in full)

No further receipts can be processed against this order
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» Closed and cancelled orders can be deleted using the Purchase Order Delete/Archive
function

- If an order or line item has been closed, it can be reopened by changing the status
Returns to supplier can be processed even after an order or line item has been closed or
cancelled

Return All. Yes = al items received on a PO are to be returned

This sets the Quantity to Return to the Quantity Received for each line item on the PO,
streamlining the return process

Return lines are set up with items taken out of the site and location (or work order)
specified on the PO

If you are returning from a different place, type in the return information for that line
Lot/serial numbered items must always be manually returned to record the correct
lot/serial number
Return to Replace.
« No = areturn for credit
» Yes=theitemisto be replaced
QAD Enterprise Applications adds a new line to the original PO for the returned quantity

All fields on the new PO line default to the values for the returned line item except that
Order Quantity shows the quantity returned, and Qty Received is set to zero

The line number is set to the highest line on the PO plus one

The new line updates quantity on order, MRP, and transaction history just like any other
PO line

When you process a voucher against the supplier invoice, the quantity returned appearsin
the receiver window as a negative quantity offset against the original PO line

The Return for Replacement field will reopen a closed PO but does not work if the original
PO has been deleted
Comments. You can enter information about the return on a comment screen

In general, to move from one screen to the next you press Go, except when you are
entering comments

Since multiple pages of comments can be entered, the system will keep prompting you to
enter more until you signal that you are done by pressing End

RTV Nbr. Number must be unique
RTV Number isaform of receiver number

- Enter areceiver number on the receipt transaction only if Receiver TypeissettoOor 1in
Purchasing Control (5.24)

+ Some companies use different receiver numbers when recording returns

Make sure that codes are entered consistently by entering the allowed codesinto
Generalized Codes Maintenance (36.2.13)

The system verifies entered codes against these predefined values, preventing incorrect
codes from being entered
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Line ltems

Purchase Order Returns

Purchase Order Returns '/~|

8 GoTo ~ Actions *| || Copy ~ '3_5_".,I Print (s Preview | # Attach
Purchase Order:P1010001 () ShipFrom 10100
Purchase Oider F1010001 Supplier: 1051002 Status: RTV Mbr. R1010073
Putchase Order Line Items
Lr Item Mumber UM Net Received UM Fetun Oty UM Project DueDate T
1 60003 E& 100.0 EA 00 EA 1042572010 s
2 60002 EA 100.0 EA 100.0 EA 10/28/2010
Line ltems
Line: P LIM: Site: Loc:
DQuantity: 10: Lot/Seiiat
Packing Qty: 0P Reference:

- At the top of the screen, the line items and the Quantity Received for each are shown

At the bottom, enter the quantity to return for each line item and specify the Site, Location,
Lot/Serial, and Ref

Lot/serial numbered items must always be manually returned to record the correct
lot/serial number

Be sureto enter the same site, location, lot/serial, and | ot reference numbers as you entered
on the original transaction

If you are returning from a different place, type in the return information for that line

If Return All = Yesin the header, return lines are set up with items taken out of the site and
location (or work order) specified on the PO

Y ou can enter areason code and comments for each line item returned
Subcontract items are returned out of WIP
The return updates the quantity completed at the WO operation

L]
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Purchase Order Returns

Purchase Order Returns X |

# GoTo ~ Actions = Copy = 0= Print o Preview | & Attach
Purchase OrderP1010001 &) ShipFrom10-100 *  UMEA ~ sl
Purchase Order: P1070001 Suppler: 1051002 Status: RTY Nbr: R1010073
Purchase Order Line ltems
Lo lbem Mumbe UM Met Received UM Aeturn Oty UM Project Due Date T
2 60002 EA 1000 EA 500 EA 10/25/2010
Issue Detail - Site: 10-100 Quantity: 20 EA
Location Lot/Senal Ref Supplier Lot Quantity
020 00
Line: 2 UM: EA Site: 10100 Loc: 020
Quiantity: 200 10: Lot/Seial

- If you set Multi Entry to Yes, another screen pops up for you to enter alist of sites, locations,
lot/serial, and lot reference numbers, and a quantity for each one

Questions? Visit community.qad.com
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Exercise: Receipts and Returns

In this exercise, you receive and return purchased items. Y ou also ook at how a purchase receipt
affectsinventory, receivers, and the genera ledger.

1
2

10

11

12

Use Stock Availability Browse (3.17) to view the current on-hand balance of item 60002.
Use Purchase Order Receipts (5.13.1) to receive a quantity of 65 of item 60002 on the
purchase order you created in the previous exercise. (Make sure Receive All is set to No.)
Since the order has not been filled, it remains open on the system with the quantity remaining
to be received.

Use Stock Availability Browse (3.17) to review the effect the receipt had on the inventory
balance of your item. Note the balance.

We made a mistake when entering the receipt quantity. It should have been 60, not 65. Use
Purchase Order Receipts (5.13.1) to correct this by entering areceipt for -5 against the original
purchase order.

Use Stock Availability Browse (3.17) to check the inventory balance to verify that it worked.

Use Purchase Order Receipts (5.13.1) to receive a quantity of 20 of the items on the purchase
order you entered. (Again, make sure Receive All is set to No.)

Use PO Receipt Cost Browse (5.13.3) to review the receivers that were created against the
purchase order. Y ou should have three receivers, one negative and two positive, each with its
own receiver number.

Use Purchase Order Returns (5.13.7) to return defective items. A quantity of 5 of item 60002
received were found to be defective. These were returned to the supplier. They will not be
replaced.

Y ou can enter comments to describe the reason for the return. These can be printed on the
return document.
Use Purchase Return Document Print (5.13.8) to print the return document.

Returns to supplier have the same effect as corrections (negative receipts) have on inventory
and receivers. However, the return will be treated differently on the Supplier Performance
Report.

Use Supplier Performance Report (5.9.18) to print the report for supplier 10S1005.

Use Transactions Detail Inquiry (3.21.1) to review the transaction. Select the latest
transaction.

Write down the Reference ID under 1SS-PRV.

Use Unposted Transaction Inquiry (25.13.13) to review the GL transactions created by your
receiving activity.

a Enter the Reference ID you noted in the Reference ID field
b What amount was posted to account 25207
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Correct PO Errors

Purchase Order Processing

89

Create a
Requisition

Receive the
Purchase

Purchase Order Life Cycle

Process
Blanket
Order
Creadte the Print the
Purchase Purchase
Order Order
] Return the
Print Reports Purchdse

7

Questions? Visit community.qad.com
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PO Corrections Flow

L ]
Correcting PO Errors
Wrong price & quantity Reverse receipt quantity Enter corrected recsipt
received: 300 instead of 30,000 -300 for 30,000
Receiver =P Receiver =—p| Receiver
Purchaser Purchaser
Reopen closed PO Fix price problems
b7 5%

Correcting these errorsinvolves employees in both receiving and purchasing.

Important |If you need to correct a transaction within the system, completely reverse out the
incorrect transaction (in this case, receive a negative amount) and then enter the correct
transaction. If you only enter the difference between the two quantities, the audit trail is more
difficult to follow.

M QAD Questions? Visit community.gad.com


http://community.qad.com

Purchase Order Maintenance

Purchase Order Processing

91

[Pumhese Order Maintenance * l

Purchase Order Maintenance

® GoTo ~ Actions *| | Copy *| &) Print 4 Preview | @ Attach
Puichase Order P1010001 () Supplier1051002 (¥ Ske10:100 ) ltem
Lines  Traler -
S acta < Correcting PO Errors
Furchaze Order: F1010001 Suppler: 1051002 Lni Fommnat S/ Single
| Lines
Ln  Ske Req Ttem Nurnber Oty Oidered UM Urit Cost Disc®
2 10100 E0002 2000 EA 12200 0.00
| Line Details
Qty Received: 1000 Due Date:| 10/29/2010 - | CRT Int: 0o
Oty to Flel 0o Pur Acet| 8610 | Mech O aom o)
Single Lot Perfamance Date:_ 10/28/2010 ~ Project| 2
Locatiort 020 Need Date:| 10/29/2010 v Tope| v
Item Revisior: v - Sales!Jnh:: T ascable: 4
Statuz:| | Fised Price: ¥ Inspect Feq Crnmts:
Suppher ltern UM Conversion: 1.0000

» Ln Format must be single to correct these errors

» Reopen the PO by setting the Status field to blank (C = closed, X = canceled)
Thelineitem is automatically closed when the quantity is completely received

It can be closed when only apartial amount is received if you set the Cancel Backorders
field to Yesin the PO Control

 Fix any costing errorsin the Unit Cost field

Questions? Visit community.qad.com
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Summary

Summary

v Process Purchase orders
« Using Requisitions
+ Using Blanket Orders

M QAD Questions? Visit community.gad.com
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Requisitions

~ Use Requisitions
Use Blanket Purchase Orders

Set up Requisitions

« Purchasing Control

 Purchase Approvals Maintenance
Enter a Requisition

« Purchase Requisition Maintenance
Approve aRequisition

« Req Approval Document Print

+ Requisition Approval Maintenance

« Approved Requisition Print
Exercise: Requisitions

Summary
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Set Up Requisitions

Purchase Order lLife Cycle

Create A
Requisition

v
. Create the Print the
A Purchase @ ——— Purchase
Order Order

Setup — . — N
ey nter a pprove a
5.24,5.1.1

= nevirrnle
»— Print Reports —— B alaca

rurcnases

Correct PO
Errors

MQAD

Requisitions are optional.

 Planned purchase orders, which come out of MRP, become requisitions when approved by a
planner

+ Requisitions can also be created manually
« In both cases, they can then go through an approval process

Questions? Visit community.qad.com M QAD
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Purchasing Control

Purchasing Contirol

M GoTa ™ Actions 7| L Copy 7| ‘g.l Print (& Preview =@ Attach
Sh.ip-To:i 0-100 \'f) Inspectibn Location:030
Ship-Ta: ;_10-1 od i D] Frice T able Required:
Discrete Discount Table Req:
FO Prefix.g_ F10 Schedule Discount Table Required:
Met Purchase Order| 00010002 Ln Format /M [Single = |
Receiver Prefix: | R0 PO Header Comments:
Next Receiver: | 0o 00?4.‘ PO Line Comments:
Sort PO By:| Site = Cancel Backorders:
Receive Al K.eep Booking History: |V

Apprvd Fegs for POs:

Inspection Location: | 030
FReceiver Type:| 1| Type: 0- Do not print receivers
Sequential Receiver: ¥ 1 - Frint for each shipment

2 - Frint for each item/shipment

Tolerance Percent:| 1D.DD. [Acceptance Limit For Overshipments]

Approved Regs for POs. Specifies whether purchases must be approved prior to entering a
purchase order

» Yes=you are using purchase approvals. Prior to entering a purchase order, arequisitionis
entered, printed, and approved. The system calculates arequired approval level for any
purchase requisition, whether it is manually generated or created by MRP

Requisitions requiring approval cannot be referenced on a purchase order or blanket order
until they have been approved.

« Approva codes can have up to four levels of people required to approve a purchase
requisition, depending on the purchase cost. Approval amounts can be calculated by site,
product line, person requesting, and purchase account (for non-inventory items)

« Approva information is printed on requisitions waiting to be approved. When approvals
are entered, an appropriate approval code must be recorded

« It isnot necessary to use purchase approvals for everything you buy

Only set up approval codes for things that require an approved requisition prior to
purchasing. For example, you can require approvals on al capital equipment purchases
but not on raw materials

« If no approval code exists for the site, product line, purchases account, or requested by
entered on the PO, you will not be required to go through the approval process

M QAD Questions? Visit community.gad.com
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Purchase Approvals Maintenance

Purchase Approvals Maintenance

Purchase Approvals ihzintenance %

Purchase Approvals Maintenance: GoTo - Actions «

approval Code: 10
Description: Manager Approwal
Site: 10000
Product Line: I
Purchases acct: 2 2|

Reouested By
Mawimum Amount  Aporover
0.00
0.00
0,00
0.o00

« Purchase approval codes allow you to control the amount of money a person can spend
Codes defining sets of spending levels can differ by Site and Product Line

Noninventory purchases can differ by the General Ledger Purchases Acct and Requested
By

- If purchase approval codes exist, they are automatically assigned to purchase requisitions

« For inventory requisitions, the system assigns an Approval Code by looking for amatch in the
following order:

Site, Purchases Acct/CC <blank>, the Product Line of the item, and Requested By

Site, Purchases Acct/CC <blank>, the Product Line of the item, and Requested By
<blank>

Site, Purchases Acct/CC <blank>, the Product Line of the item <blank>, Requested By

Site, Purchases Acct/CC <blank>, the Product Line of the item <blank>, Requested By
<blank>

If no match isfound, no Approval Code is assigned; the requisition is flagged as Approved
» For noninventory reguisitions, the system looks for a match as follows:
Site, Purchases Acct/CC, the Product Line of the item <blank>, Requested By
Site, Purchases Acct/CC, the Product Line of the item <blank>, Requested By <blank>
Site, Purchases Acct/CC <blank>, the Product Line of the item <blank>, Requested B

Questions? Visit community.qad.com M QAD
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Site, Purchases Acct/CC <blank>, the Product Line of the item <blank>
If no match is found, the system approves the requisition.

- If an Approval Code is assigned, the requisition cannot be referenced on an order until itis
approved in Requisition Approval Maintenance (5.1.16)

The amount determines the person who should approve it

Since clerks often enter the actual approval, the system saves both the approver code and
the user ID of the person who enters the approval

- If an approval code exists and Approvals Required = Y esin Purchasing Control (5.24), the
purchase order must reference an approved requisition

If Approvals Required = No, a purchase order without a requisition can be entered
If requisitions are used, only approved requisitions can be entered in the purchase order

- If approvals are needed only for some sites, or some product lines, set up approval codes for
those only

The requisition approval isnot acontrol; it issimply away of recording and tracking who
approved arequisition

Controlsfor requisition approval are provided using formal procedures outside of the
system
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Enter a Requisition

Purchase Order Life Cycle
-

Create A
Requisition

w Enter a .
etup pprove a
Requisitions ReqSU.IISI‘:'IOH Requisition

« A requisition isaway of communicating demand for purchased materials
« It records the need for a specified quantity of an item at a specified site on a specified date
PO Site specifies which site negotiates the purchase

» Requisitions are usually generated by MRP through Planned Purchase Order Approval
(23.11), but can be entered manually

A requisition generated by MRP has an Item Number, Site, Qty, Release Date, and Need Date

MRP calculates both the Qty and Need Date, setting the Release Date to the Need Date
less the purchasing lead time for the item

PO Site defaults from the item master
On manual requisitions, the Item Number, Site, Qty, and Need Date are required
MRP generates a requisition when you approve an MRP planned purchase order
MRP then treats it as afirm planned order
If arelease date passes without an order, MRP issues an action message

» New requisitions are approved, printed, and referenced on a purchase order

The purchase order quantity consumes the requisition quantity until it is zero; then the
requisition is deleted

Requisitions should be deleted if they cannot be filled
The referencing of requisitions can be controlled through purchase approvals

Questions? Visit community.qad.com M QAD
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If Approvals Required = Y esin Purchasing Control (5.24), purchase orders must reference
approved requisitions: the requisition number can’t be blank

When approvals are used, each new requisition is assigned an Approval Code based on the
Site, Product Line of the item, Requested By, and Extended Amount

The Approval Code is the name of the authorized approver

To approve arequisition, run Requisition Approval Maintenance (5.1.16), supplying the
Approva Code

« Requisitions have no financial effects
Pur Acct is not used on requisitions for inventory items

 Onrequisitions for noninventory items, you must enter al information, including the Unit
Cost and the Purchases Account, which are used to determine approval level

The Purchases Account is passed to the PO and debited by Purchase Order Receipts
(5.13.1)

« You do not have to use approvals
Simply do not set up any approval codes
 Requisitions are not used with supplier schedules
Note Companies seeking economies of scale can pass requisitions from many sites to a central
purchasing site, possibly on another database.
Simply specify a PO Site on the requisition

When Approved Requisition Print (5.1.17) is run at the PO Site, it sweeps through all
sites, including sites on other databases, and prints all requisitions specifying that PO Site

The purchase order entered at the PO Site can then reference the requisitions from the
remote sites (the databases must be connected)

These requisitions are consumed, and MRP is updated

When the items are received, inventory is updated in the remote database, but the receiver
is created for matching on the PO Site database

« Requisitions can be referenced on blanket orders and regular purchase orders

When arequisition is referenced on a purchase order, the requisition quantity is reduced
by the quantity ordered

When arequisition quantity is satisfied by purchase orders, the requisition isautomatically
deleted

Subsequent references to that consumed requisition are treated as though the requisition
were non-existent

A requisition recorded on a blanket order is not reduced or deleted until the blanket order
isreleased to create a purchase order

 Requisitions do not specify a supplier or aprice
For this, consider using blanket orders instead

M QAD Questions? Visit community.gad.com
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‘F‘urchasa Requisition Maintena.. *|

Purchase Requisition Maintenance

® GoTo ™ « Actions ™ . Copy ™| (=) Print & Preview # Afach
Itern Number: 50003 )  Sie10-100
Requisition Mumber. 1000
Itern Mumber. E0003 Keyboard
Site: 10100 Daybook Set:| 10PURCH
Quantity: 0o
Unit of Measure: EA
Unit Cost: 55.00
Release Date:| 10/29/2010  ~ Meed Date:| 11/3/2010 -
Fequested By:
Pur&cct BE10 Mech ADM
PO Siter | |
Print Requisitior: ¥ Comments:

Approvals

Approval Code: Extended Amount: 0.00 |

Requisition. Requisition number uniquely identifies a purchase requisition--an authorization to
purchase a particular item or product in a specific quantity for a specific due date

Requisitions can be entered manually or created by approving MRP planned orders
« Requisition number selects specific information to appear on reports and inquiries

» Some companies assign specific ranges of requisition numbers to each buyer or
department
Make sure that codes are entered consistently by entering the allowed codesinto
Generalized Codes Maintenance (36.2.13)
The system verifies entered codes against these predefined values, preventing incorrect
codes from being entered

Item Number. The item that thisrequisition is for
 Requisitions can be entered for non-inventory or inventory items
Non-inventory requisitions can be for items such as office supplies

In the Item Number field, you can enter the brand, catalog number, or even a short
description such as “Pencils’ or * Copy Paper”

The unit cost of the item can be recorded and comments can enter a detailed description of
theitem

If an inventory item is entered, its description is displayed
If anon-inventory itemis entered, the description “Item not in inventory” displays

Questions? Visit community.qad.com M QAD
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Site. The site that needs the requisitioned items

- Site codes identify areas where inventory is manufactured or stored: an off-site storage
area, adistribution center, a warehouse, a manufacturing facility, or any combination of
these

« When a purchase order or blanket order is entered for this requisition, the lineitem siteis
set to the site on the requisition

Thisisthe site to deliver the purchase itemsto

- Siteisalso used when calculating requisition approval levels based on the requisition
amount

Different approvals can be required for each site, product line, person requesting, and
purchase account (for non-inventory items)

 Requisitions, approvals, orders, and other purchasing documents and reports can be
selected and sorted by site code
Qty. The quantity of thisitem needed at this site by the need date specified

- If therequisition is created using the Planned Purchase Order Approval (23.11) functionin
MRP, the requisition quantity defaults to the MRP planned order quantity

 Quantity and cost determine the approval level required for this requisition

The level depends on the purchase amount--the requisition quantity multiplied by the unit
cost

For inventory items, the unit cost is taken from the Item/Site GL material cost
For non-inventory items, the unit cost is taken from the requisition
 Requisition quantity and cost print on all requisition reports and documents
UM. Validated against predefined values entered in Generalized Codes Maintenance (36.2.13),
if any
- If anon-inventory item is entered unit of measure defaults to blank
Otherwise it defaults to the item unit of measure
 The unit of measure for the requisition quantity is usually the purchasing unit of measure
Thisis not always the same as the item unit of measure

« When a purchase order or blanket order references this requisition, the line item unit of
measure defaults to the requisition unit of measure

If left at this value, the purchase order and receipt transaction use this unit of measure

« When an inventory transaction references a unit of measure other than the item unit of
measure, the system looks for a conversion factor

Example Theitem can be held ininventory in the unit of measure [EA] but sold by the [CY],
case. A unit of measure conversion can be set up to define the number of [EA] held in a case.
If a[CS] holds 25 [EA], the Alternate UM is[CS] and the UM conversion is 25.

Unit Cost. The normal price you expect to pay for one unit of thisitem, expressed in the unit
measure entered on the requisition
 Quantity and cost determine the approval level required for this requisition

Thelevel depends on the purchase amount—the requisition quantity multiplied by the unit
cost
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For inventory items, the unit cost is taken from the Item/Site GL material cost
For non-inventory items, the unit cost is taken from the requisition

« Requisition quantity and cost print on all requisition reports and documents

« Unit cost is entered manually only for non-inventory items

When a purchase order is entered for the requisition, the suggested unit cost displays on
the line item as the line item unit cost

It can be changed manually
Release Date. Release date is when a purchase order should be released for this requisition to
get delivery of the items when they are needed

« For requisitions created using the Planned Purchase Order Approval (23.11) function,
release date is set to the need date less the purchasing lead time for the item

« For requisitions entered manually, release date defaults to system date
Enter a?to calculate rel ease date as need date less the purchasing lead time

- If this date arrives and a purchase order has not been entered referencing this requisition,
MRP prints a“Past Due Release” action message

This MRP action message hel ps ensure you release purchase orders early enough, areason
to keep your item purchasing lead times up to date
Need Date. Need date is when the requisitioned items need to be delivered

« For requisitions created using the Planned Purchase Order Approval (23.11) function,
need date is set to the due date of the MRP planned order

« For requisitions entered manually, need date is set to system date plus the purchasing lead
timefor the item

Enter a?to calculate need date as the release date plus the purchasing lead time for the
item
- If the need date arrives and a purchase order has not been entered referencing this
requisition, MRP prints a*“Past Due” message for this requisition
The requisition also appears on the Past Due Release Report and Inquiry
This MRP action message hel ps ensure you release purchase orders early enough, areason
to keep your item purchasing lead times up to date
Requested By. A code identifying the person who requested the purchase
 The system can use this field when calcul ating purchase approval codes
Pur Acct. Thisisthe general ledger account code which is normally used to record purchases
of non-inventory (expense) items

 The system cal culates purchase approval codes for non-inventory requisitions using this
account

 The expense account entered on the requisition displays as the default on the purchase
order or blanket order lineitem

PO Site. If thisrequisition isfor an inventory item, the PO site defaults to the PO site entered
for the item. For anon-inventory item, the PO site defaults to the deliver-to site entered on the
reguisition

« The PO site is where the purchase order for thisitem isto be generated
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« The PO site entered on the requisition determines which purchasing department takes
action on this requisition

With distributed purchasing, some items can be purchased at one site for all other sites,
allowing your company to take advantage of price breaks or quantity discounts on
purchases for the entire company

« When the Requisition Print function is run at the PO site, it picks up all requisitions with
this site, regardless of what physical database they are on

When an order is entered referencing this requisition, the system decreases or deletes the
requisition from the database it was entered on

Note If you are not using distributed purchasing, the PO site should always be the same asthe
item (deliver-to) site.
Print Requisition.
 Yes = therequisition should be printed
+ No = the requisition has been printed
The Requisition Print function automatically setsthisfield to No
To skip printing this requisition, set thisfield to No manually

Note Normally aformal printed document should print once. The print field prevents the
document from reprinting by mistake. To reprint it intentionally, change the print field back to
Y es using the maintenance function.

Approval Code. An approval code identifying the type of approval required for this purchase
requisition
« The system calculates arequired approval level for any purchase requisition, whether itis
manually generated or created by MRP

Requisitions requiring approval cannot be referenced on a purchase order or blanket order
until they have been approved

« Approva codes can have up to four levels of people required to approve a purchase
reguisition, depending on the purchase cost

Approval amounts can be calculated by site, product line, person requesting, and purchase
account (for non-inventory items)

« Approva information is printed on requisitions waiting to be approved
When approvals are entered, an appropriate approval code must be recorded

« The approval code used to approve the requisition must be at alevel at least as high asthat
required to approve the requisition

Otherwise the requisition is not flagged as approved
- Itisnot necessary to use purchase approvals for everything you buy

Only set up approval codes for things that require an approved requisition prior to
purchasing. Y ou might require approvals on all capital equipment purchases but not raw
materials

If no approval code exists for the site, product line, purchases account, or requested by
entered on the PO, you will not be required to go through the approval process

Approved. Y es = the requisition has been approved using Requisition Approval Maintenance
(5.1.16) function

M QAD Questions? Visit community.gad.com


http://community.qad.com

Requisitions 105

« Only approved requisitions can be printed and referenced on a purchase order or blanket
order
Approved By. A code identifying the person who approved this purchase requisition
 The person who entered the approval might not be the person who actually approved the
reguisition
The system tracks both for auditing purposes

« Normally the person who approves the requisition should be the person authorized for this
approval amount and approval code

Questions? Visit community.gad.com N QAD
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Approve a Requisition

Purchase Order lLife Cycle

Create A
Requisition

v
- Create the Print the
Essssssssssssnnnnnnnnnn Purchase —_— Purchase
Order Order

Set up Enter a Appl'_O\_IF? "
Requisitions Requisition Requisition
R : 5.1.8.5.1.16, 5.1.17

Purchase Reports

l

Correct PO

Errors
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Req Approval Document Print

Req Approval Document Print

Req. Approval Docurnent Print

W GoTo ™ Actions 7| L Copy 7| = Print -+ Preview | & attach
T &) ltem Number: ® To
Item Mumber: | -I Ta -
Hequisition:é ._.‘ To -
Need Date'; V:' Ta I_ T
Requested B_u'i '. To I_
Approval Code:? _._‘ To I_
Bu_l,ler.-"F'\anner:? ' Ta I_ "

Print Cammernts: v

Update: |

Mote: Only those requisitions with 'Print Approval” of yes will print
Output:
Batch 1D:

- Before a purchase takes place, it may need to be approved; an approval document helps
manage this process

» Requisitions are listed by Approval Code, then each requisition prints with a space for
approval signatures

» When using requisitions and approvals to control the purchasing process, approval documents
are printed and circul ated for review and sign-offs

= Once the required signatures are gathered, the requisition is approved and sent to purchasing

« When an unapproved requisition prints, the system sets Print Approval to No. Unlessyou reset
thisfield, the requisition will not print on the next approval document

« To reprint an unapproved requisition, if the requisition information has changed, set Print
Approva to Yesin Purchase Requisition Maintenance (5.1.4)
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Requisition Approval Maintenance

Requisition Approval Maintenance

Requisition Approval Maintena. |

H GoTo - Actions 7| |- Copy ' lg Print % Preview L
Wiew Oueue/Dispositioned. Queus
User ID: gmi Ol User
Requisition Mumber; | 3|

Wiew Fequisition:

Madify Requisition

aintain Aprvl Camments:

Action 1=Approve 2=Deny 3=Reverse

 Recording a Requisition approval indicates that the approver have reviewed the requisition
and approved it for purchase

» There are three parts to the screen:

First frame: select the requisitionsto review: all those for a particular Approval Code or
Approver

Middle frame: displays the selected requisitions

Bottom frame: specify which requisitions you approve
 The purchase approval cycle goes through the following steps:

Requisitions are entered

An approval codeis assigned automatically based on the Site, Product Line, Requested
By, and Purchases Acct

Unapproved requisitions are printed and circulated for management approval
Approvals are recorded
Approved requisitions are printed
Purchase orders are entered
« Multiple levels of approvals can be required, depending on the Requisition Amount
» When approvals are entered, the system keeps track of just the last one
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« Only when the highest required approval is entered isthe requisition flagged as Approved, and
only then can you enter a PO for this requisition.

- If you enter an approval by mistake, use Purchase Requisition Maintenance (5.1.4) to remove
it
« Thisfunction should be password controlled
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Approved Requisition Print

Approved Requisition Print

Approved Requisition Print |

® GoTa ™  Actions | . Copy ™ (=0 Print ] Preview & Aftach |
Item: ) PO Sie10-100 & Item Number: |
FO Site:| 10-100 |
Item Mumber: | | pe Ta: |
Requisition: ] To:
MNeed Date: il Ta -
Supplier: > To:
Buyer/Planner: - To: -

Prirt Suppliers: ¥

Print Comments: ¥
Show Blanket POs:
Approval Code:

Print Approved: ¥

Print Unapproved: ¥

Mote: Only those requisitions with 'Print Fequisition’ of yes vl prnt.

Output:

» Allows Purchasing to review al requests prior to issuing a PO
Thisis particularly helpful when multiple sites are submitting requests
Requisitions are listed by Item Number

°

Optionally, can also include alist of supplier quotes and alist of any open blanket orders

When using approvals, requisitions are printed by Purchasing only after they have been
approved

They are printed at the PO site: where the PO isto be entered

Approved Requisition Print lists all requisitions for the designated PO site, including
reguisitions entered at other sites in the network

Approved Requisition Print sweeps all connected databases |ooking for requisitions

« When arequisition prints, QAD Enterprise Applications sets Print Requisition = No in
Purchase Requisition Maintenance (5.1.4). Unless you reset thisfield, the requisition will not
print again

» Toreprint arequisition, set Print Requisition = Y esin Purchase Requisition Maintenance
(5.1.49)
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In this exercise you enter and approve arequisition.

Requisitions

111

1 UsePurchasing Contral (5.24) to check Apprvd Regs for POsis set to Yes. Thisisto make

sure that approved requisitions are required for PO.
2 InRequisition Control (5.2.1.24), make sure Using GRS is set to No.
3 Use Purchase Approvals Maintenance (5.1.1) to set up an approval code.

Field Data
Approva Code AC01
Site 10-100
Product Line 20
Maximum Amount $5000
Approver [Yourself]

4 Use Purchase Requisition Maintenance (5.1.4) to create arequisition for item 60002.

Field Data
Requisition Number RNO1
Item Number: 60002
Site 10-100
Qty 30
Approval Code ACO01
Approved Yes

5 Use Approved Requisition Print (5.1.17) to print the approved requisition.

Questions? Visit community.gad.com
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Blanket Purchase Orders

Use Blanket Orders

Use Blanket Purchase Orders

Introduction to Blanket Purchase Orders

» Blanket Order Flow
Blanket Order Maintenance: Header 1 of 2
Blanket Order Maintenance: Header 2 of 2
Blanket Order Maintenance: Line Items
Blanket Order Maintenance: Trailer

L]

Print Blanket Order
« Blanket Order Print

Release Blanket Order
 Blanket Order Release to PO (Optional)

Exercise: Blanket Orders

Introduction

» A blanket order is an agreement to purchase items at a specific price during a defined time
period, with the actual delivery dates to be determined

» A blanket order assumes that you and the supplier have along-term relationship
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- Blanket orders are useful when you place periodic (daily, weekly, monthly) or recurring orders
for the same item

- Blanket orders are usually negotiated in advance of the demand and cover arather long time
period, such as the annual requirement for a key component, with a price based on avolume
commitment. Blanket orders monitor the quantity purchased and offer an opportunity to
negotiate a good price

« Ingeneral, blanket orders are entered, printed, and rel eased to purchase orders (POs). Multiple
releases can be processed for any blanket order line item, and you specify the quantity to
release and the due date. Each release generates a purchase order; all receipts are processed
against this PO

- Blanket orders are used for multiple deliveries of stock rather than make-to-order items

Example A manufacturer of circuit boards might buy solder at irregular intervals but always
from the same supplier. A blanket order for 12 months, could be set up with the supplier, and each
month an order for solder would be released. The amount of solder needed would be specified at
the time each order isreleased.

 The system uses the blanket order as a template to create a purchase order when areleaseis
made
MRP ignores blanket orders and you cannot process receipts against them

However, once the blanket order is released, the resulting purchase order istreated exactly
as any other purchase order

« You do not have to specify order and line item due dates during order entry. If you leave these
fields blank, the system will assign these automatically when you rel ease the blanket order

 Torelease ablanket order to a purchase order, the Release field must be set to Yes and the
quantity to release must be entered for each line item. If you are releasing orders by cycle
code, the blanket order must also have a cycle code

« When blanket orders are released to purchase orders, the system assigns a PO number by
appending arelease number to the blanket order number. For example, the first purchase order
for blanket order 12004 would be 12004001, the second would be 12004002, and so on

- If apurchase order lineitem is canceled or deleted, the open quantity on the corresponding
blanket PO is automatically adjusted

When areceipt is posted against a regular PO, the corresponding blanket order receipt
guantity, if any, is also updated

The system closes blanket orders when the order isfully released or when all the lines are
closed or canceled

- Blanket orders have no effect on the General Ledger

Note For close supplier partnerships and recurring deliveries, you can use supplier schedules
rather than blanket orders. Generated by MRP, these can provide your supplier with visibility into
the projected timing of your requirements.
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Blanket Order Flow

Purchase Order Life Cycle

Process a

Blanket Order
5.3.1

: Print the
i R i R e R Purchase Purchase
Order Order

Enter Blanket} (" printa

| Releasea
Order - Blanket : Blanket
5.3.1 — Order  J. \

Purchase

Correct PO
Errors
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Blanket Order Maintenance

Blanket Order Maintenance:
Header 1 of 2

JBIanKetOrderMaintenance X‘

M GoaTo = Actions '| L Copy '| @,,J Print a] Preview | & bttach
Purchaze Order:F10710002 @ Supplier: 1051002 @ Price Tbi
Header Lines
b = Detals b b= b b | g b
Header
Purchaze Order: P1070002 Supplier: 1051002 Ship-Ta: 10100
Supplier Ship To
Bridgeville Industries Ml -USA Division
3390 Linco Road 30 Ridgedale Avenue
Stevensville [l 43127 East Hanover NJ 7350
US4 - Tax PURPOSE US4 - Tax PURPOSE
Details
Order Date: Price Tbl: Confirming: Imps/Esp:
Diue Date: I:I Dizc ThE: Curency: Languaga:
Buyer Ln Disc: T axable: | ,,',)| | - |
Bill Ta: S\te: Fixed Price: ¥ Consigh:
Saleslob] O] Dayhook Set| 10PURCH €] Credt T ems;| 300 o] 0.00]
R QAD

Header

» Once you enter the header, the order is stored on the system even if you do not enter any line
items

» The order header includes the Supplier, Ship-To, Credit Terms, Currency, Exch Rate, and
other general order information

» You are prompted to enter comments only if the Comment field = Y es on the header or line
item frames

Unlimited comment text can be entered, with up to 99 pages, each designated as printing
or non-printing

Questions? Visit community.qad.com M QAD
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Blanket Order Maintenance:
Header 2 of 2

Blanket Order Maintenance =

o GoTo v Actions | .| Copy ™ (= Print » Preview & Attach

Purchase Order:P1010002 ) Supplier1051002

Header Lines

> > B > > B B> P Blanket b

Supplier Ship To

Bridgeville Industries OMI -USA Division

3390 Linco Road 30 Ridgedale Avenue

Stevensville M 49127 East Hanowver M| 7950
US4 - Tax PURPOSE USA - TAX PURPOSE

Ellanket
Blanket Start:| 10/29/2010 - Cycle Code: Blanket Order: P1010002
Blanket End: - Rel: 0
Est Value: 000 Type: B
Felease:

Recur:

« Set up ablanket order in either of two ways:

Irregular: when deliveries are irregular or of varying quantities, set Release = No and
Recurr = No

When you need a delivery, set Release = Y es and enter the Receipt Qty in Blanket Order
Maintenance (5.3.1), then run Blanket Order Release to PO (5.3.6)

Recurring: when deliveries are regular, recurring, and of the same size, set Recurr = Yes
and Release = Yes and Receipt Qty to the normal delivery size
Cycle Code. Specifiesthe frequency with which purchase orders are released from this blanket
order
¢ MO = monthly releases
« WK = weekly releases
« DA =daily releases
- Thisfield can also be left blank

- When adelivery isto be released against an outstanding blanket order, the system can
automatically generate the purchase order from the blanket order. When you need a delivery,
set Release = Yes and enter the Receipt Qty in Blanket Order Maintenance (5.3.1), then run
Blanket Order Release to PO (5.3.6). It only considers blanket orders flagged with Release =
Y es and the specified Cycle Code, if any

« Purchase orders are released with al the blanket order information
« Purchase order lines are created for any blanket order line with anon-zero Quantity to Release
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Line Items
.
Blanket Order Maintenance:
Line ltems
Blanket Order Maintenance ‘
M GoTo — Actions | L Copy ™ [;aJ Print 4 Preview §’ Attach
Purchase Order:P1010002 @ Supplier:1051002 @ Ln:1 @ Site:
Lines  Trailer
B [+ Line Detals = B
Lines
L Site Req Itermn Mumber Oty Ordered LIk Unit Cost Dizci
1104100 50003 1.0000 EA 55.00 0.00
Line Details
Oty Received: oo Due Date: - CRT Int: 0.an
Qty to Rel: 00 Pur et | BE10 2| Mech 2| ADM pel
Single Lat: Performance Date - Project: 2
Lacation: | 020 pe) Need Date: - Type: B
Item Revision: - - Salesilob: Tanable: ]
Status: Fired Price: |V Inspect Req: Crimits:
Supplier [term: 2 UM Canversian: 1.0000
M anufacturer: Stock UM Quantity: 1000.0 E&
Description: Keyboard Update Awgilast Cost: ¥

« If youfill in the optional Req number, the system fills in the Item Number, Qty Ordered, UM,
and Purchase Cost

- If you enter your item number, the system displays the GL material cost

- If you enter the supplier’sitem number, the system accesses data in Supplier Item
Maintenance (1.19) and Price List Maintenance (1.10.1.1) to display the Purchase Cost quoted
for that order quantity

« You can enter lineitemsin single- or multiple-line mode
Specify the default in Purchasing Control (5.24)

More data, such as Due Date and Location, can be entered in single-line mode, but
multiple-line entry is quicker

Y ou can switch between the two within an order.
Blanket orders can be for inventory or non-inventory items, but not for subcontracting

- Delivery receipts can be processed only against a PO, not a blanket order

When you need delivery, enter the quantity to release for each line in Blanket Order
Maintenance (5.3.1) and set Release = Y es and run Blanket Order Release to PO (5.3.6)
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Trailer

Blanket Order Maintenance:
Trailer

JEIIanket Order Maintenance

M GoTo ™ Actions 7| .| Copy | (= Print « Preview # Attach

Purchase Order:F10710002 @ Suppler 1051002 @ Cumency: UISD
Trailer
I Trailes B ool B
Header
Purchase Order: P1010002 Supplier 1051002 Ship-To: 10-100
| Trailer
Non-T axable: '55.000.00 Cumency: USD Line Total: 55,000.00
Tauable: .00 Tatal Tax: 000
Tax Date: 10/23/2010 Tatak 55,000.00

‘Wigw/Edit Tax Detail

Trailer Infarmation

Order Revision: ]

Order Rev Date: Amount Prepaid: 0.00
Frint PO: Status:
EDI PO: Close Date:
FOB:

» Onceadl lineitems are entered, the system displaystrailer information, totaling line items and
calculating taxes

M QAD Questions? Visit community.gad.com


http://community.qad.com

Blanket Purchase Orders

Print Blanket Order

121

Purchase Order Life Cycle

Process a

Blanket Order
5.3.1

Print the
Purchase |—> Purchase
(@] s -1 Order

Enter a | Print Blanket | [ Release a

Blanket Blanket
R Order Order 2
Purchase Purchase
Correct PO
Errors
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Blanket Order Print

Blanket Order Print

Blanket Order Print

# GoTo - Actions = | | Copy'-i.,‘%',;Print » Preview | & Attach
Blan.kel Drdér: @ Ta @ Suppiier:
Blarket Drdel::_| ,-T’ Too p ]l
Supplier: ,-h’_ Too ]
Buyer: :“ | v TII. - '
Elarket Slarl._ ) - TII. _x |
Language.f ,_z“’ Tm. :_.".
Cycle Cude.f _. TII.
Entered By:: - Tu:. i
Requested By: | :-'\"_ Tor ..f.'_]..
To Be Released Only: ¥ Sont by Site:
Unpiinted PO's Only: ¥ Fomm Code: 1
Prnt Bill To Addiess: ¥ Update: ¥
Include Retained Taxes: ¥
Message.:
Output:
Batch ID:

Printing a blanket order works just like printing a regular purchase order using Purchase Order
Print (5.10). See “Print the Purchase Order” on page 71 for details.
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Release Blanket Order

Purchase Order Life Cycle
4

Process a

Blanket Order
5.3.1

Enter a Print a Release
Blanket Blanket Blanket Order
Order Order 534
M QAD

- Blanket Order Release to PO (5.3.6) generates purchase ordersfor open blanket orders that are
ready for release

 Thisfunction should be password-controlled
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Blanket Order Release to PO (Optional)

Blanket Order Release to PO

Blanket Order Release to PO X

# GoTo ™ Bctions | L Copy ™ 'Q) Print (sl Preview | @ Attach
Blanket Order: ii_.‘ Ta: 1’-’ Supplier:

Cypcle Cade: |
Blanket Drder:i pe )| Tao:|
Supplier:. 2| Tao:|

BEtlanket Slart:. - Tor| 4

Due Dater| 10/29/2010 - [
Copy Edited Tax Records from Blanket PO: W7 Output:
Batch 1D:

When adelivery isto be released against an outstanding blanket order, the system can
automatically generate the purchase order from the blanket order. The system generates a purchase
order for each blanket order released. The PO number is the blanket order number followed by a
sequential release number: blanket order 123456 generates POs 12345601, 12345602, and so on

The Blanket Order Release to PO (5.3.6) function creates orders based on the blanket order
Release, Cycle Code, and lineitem Quantity to Release values. It only considers blanket orders
flagged with Release = Y es and the specified Cycle Code, if any

The PO information is taken from the blanket order. Purchase order lines are created for any
blanket order line with a non-zero Quantity to Release. Lineitem Qty Ordered is set to the
Quantity to Release, and Due Dateis set to the Due Date on the release. If adue date is entered on
the blanket PO line then that due date is used on the released PO. If alineitem is closed or
cancelled, Blanket Order Release to PO (5.3.6) does not release orders for those items

When you need delivery, enter the quantity to release for each line in Blanket Order Maintenance
then set Release to Y es and run Blanket Order Release to PO (5.3.6)

The number of releases and the total quantity released is maintained on the blanket order. Each
release checks that the total quantity released does not exceed the blanket order quantity

Note If you release an item by mistake, use Purchase Order Maintenance (5.7) to cancel or delete
the line. This adjusts the quantity open on the blanket order. Do not change the line item quantity
on the PO, since this does not update the blanket order.
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Exercise: Blanket Orders

In this exercise you enter ablanket order and release some items. Blanket orders are used to record
purchase agreements such as yearly contracts for your suppliers to supply agiven quantity of raw
material at a given price. During the year you then release delivery requests against this contract,
automatically creating a purchase order.xxx

1 UsePurchasing Contral (5.24) to change the Apprvd Regs for POs option to No.

2 QMI has negotiated a contract with Heron Surgical Supply (supplier 10S1003). They have
agreed to purchase 50000 boxes of Sterile Wipes (item 01013) over the next 12 months. In
return, the supplier has agreed to aprice of 3.5 USD a box, a significant savings over their
regular price of 5 USD a box.

Use Blanket Order Maintenance (5.3.1) to record this contract as a blanket order.

3 UseBlanket Order Print (5.3.5) to print the blanket order and verify theinformation. Set To Be
Released Only to No.

4 QMI needs 2000 plastic barrels next Monday. Modify the blanket order so that they can make
this delivery release as follows:

Field Data

Release Yes[In the Blanket frame in the header]
Qty to Rel 2000

Item Revision 1

Due Date [Next Monday]

5 UseBlanket Order Release to PO (5.3.6) to release the delivery for the blanket order and the
appropriate due date.

6 Use Purchase Order Maintenance (5.7) to view the purchase order that was created by the
release.

« Notice that all the information was maintained along with the correct line item quantity
and unit cost.

 Oncethe blanket order has been released to purchasing, it is handled exactly the same way
asaregular purchase order.

7 Use Blanket Order Browse (5.3.2) to review the blanket order. Notice the quantity ordered is
still 50000. However, the quantity open has been decreased by 2000.

8 Use Purchase Order Receipts (5.13.1) to receive the purchase order created by the release.

9 UseBlanket Order Browse (5.3.2) to review the blanket order again. Notice the quantity
received has been updated.
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Setup/Implementation

Setup Workshop

Instructions: Pick one of the companies you have been working with so far, kitchen products or
beverages, whichever you like. List the raw materials and components that you want to set up.
These are the items that you need to purchase.

1

First, make sure that each of the items are set up with the appropriate planning information. In
particular, what fields do you need to check?

Seeif you have any open sales orders for your finished items. (If not, plug in aforecast.)

a Run Selective MRP for your product line. This should generate some requirements for
your purchased items.

b Takealook at the Planned Order Browse/Inquiry.

Approve one of the planned purchase orders. Look at this in the Purchasing menu. Where did
you look?

Add anew supplier for thisitem.
a What if you send payments to a different address?
b Where do you enter this?

This supplier supplies you with at least two of your component items. Set this up in the
system. Enter both a quote quantity and cost.

Enter a purchase order for this supplier. Order exactly 1,000 units. (Do not specify a
requisition.)

a Enter the supplier's item number on the PO line.

b What happened?

Enter another purchase order and specify arequisition.
a After you finish, take alook at the requisition.

b What happened?

Purchasing can also be used for non-inventory activities. Assume you are refurnishing your
office. Add anew supplier and enter a purchase order for some new furniture.

a What isthelineitem type on the purchase order?

Y ou are now establishing data entry procedures for purchasing non-inventory items. Look at
the purchase order lineitem detail screen.

a Which fields would be handled differently for non-inventory purchases?

b  Of these, which should you make sure are entered on this type of PO?
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Study Questions for Setup

1 What are the two sources of arequisition?
2 How would you set up the system if you wanted to use requisition approvals at one site and not
a another, when running both in the same database?
3 When you enter a purchase order, where does the line item unit cost come from? List three
sources and when they are used.
4 Overshipment tolerances apply to al product lines and sitesin a database.
True or False
Why?
5 A purchase order line item of type Sidentifies a purchase. Thistype
of purchase order normally specifiesthe
6 If you are not using Accounts Payable, you should set the Receiver Typeto zero in Purchasing
Control.
True or False
Why?
Processing

Processing Workshop

1

Select the order you entered in step 6 of the previous workshop. (This should be an order for
1,000 units. If you do not have one, enter anew one.)

a Receive 999 units and cancel the backorder.

b How did you do this?

Y ou made a mistake, you processed a receipt for 999 units, but it should have been 99.
a Fixit.

b  What did you have to do?

Questions? Visit community.gad.com N QAD
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Of the 99 units you received, 25 of them did not pass inspection.

a  Send them back to the supplier.

b What function did you use?

Receive the items for your office (from step 8 of the previous workshop).
a Review thereceivers and verify the GL transactions.

Receive all of the other purchase orders for your raw materials.

a What location did the system assume you would receive these into?
b Wheredid this come from?

If you get a chance, go into Accounts Payable and enter the supplier invoice for your furniture.
Use Voucher Maintenance and enter your PO number. Notice that thisbringsin all of the PO
information—supplier, terms, and so on.

a Onthereceiver screen, do alookup browse at Receiver number and alist of all your
receipts appears.

b Try vouchering one or two lines.

¢ Noticethevariancesthat appear if you voucher adifferent quantity than was received or at
adifferent price than was on the PO.

Study Questions for Processing

1

Purchase order receipts processed for line item Type M (memo) or S (subcontract) do not
affect inventory.

Receipts of lineitem type M increase the balance (debit) in the GL
account.

Receipts of lineitem Type S normally increase the balance (debit) in the GL
account.

Items can be received into only one site at atime. If you need to receive into another site, you
need to process another Purchase Order Receipts transaction.

Trueor False

Why?
Processing a negative receipt in Purchase Order Receipts automatically generates areturn
document to send to your supplier.

True or False

Why?
How do you process areturn to supplier if the purchase order has been closed?
Returning items against a PO automatically reopens the PO and flags the returned quantity as
“on order.”

Trueor False

Why?
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6 WhatisaPO pricevariance? How isit calculated? When is it created?
7 If the unit cost on a subcontract purchase order differs from the standard subcontract cost on
the work order routing, the difference is posted as a PO price variance.
True or False
Why?

Blanket Order Workshop

Exercise 1

Instructions: In this exercise you enter blanket order and release a part of the blanket order to a
PO.

1 Make sure that you do not need to use approved requisitions to generate a PO.

2 Create a blanket order for:
Supplier: 10S1003
Blanket Start:one month ago
Blanket End:one month from today
Release:no
Recur:no
Cycle Code:blank
Site:10-100
Item Number:01013
Qty Ordered:1000

3 Print the blanket order you just created.
To Be Released Only:no

4 Generate a PO from the blanket order you just created to release 100 of item 01013.
Use Blanket Order Maintenance and Blanket Order Release to PO

5 Review the purchase order that you created.
Note: thisis not the same order number as your blanket order.
Verify that the data from your blanket order has been copied to the purchase order.
Use Purchase Order Maintenance

Exercise 2
1 Enter ablanket order.

2 Prepare the blanket order for release. What fields did you have to enter in Blanket Order
Maintenance to do this?

Questions? Visit community.gad.com N QAD


http://community.qad.com

132  Training Guide — Purchase Order Management

3 Release the blanket order. Look at the resulting purchase order. Note the purchase order
number it was assigned.

Blanket Order Study Questions
1 What two fields do you need to check before you can release a blanket order to an order?

2 Blanket purchase orders are just like requisitions. MRP treats them as firm planned orders.
Trueor False
Why?

3 Thefirst timeyou release a purchase order from blanket order number BP3, the purchase order
number is set to

4 Once the blanket order quantity has been released, no more rel eases can be processed against
it.
True or False
Why?
5 You work with one supplier who provides all of your printed product manuals. Usually you
use about 12,000 units ayear, and they have quoted you afixed price based on this volume.

Manuals are not planned by MRP, they are just set up on areorder point. Although sometimes
your needs change, usually you order 2,000 every two weeks.

What fields in Blanket Order Maintenance identify this situation?
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Answers to Workshops and Study Questions

Setup Workshop

1 Pur/Mfg should be set to P for purchased items. In addition, you enter the purchasing lead time
and the purchasing (PO) site. If the item needs to be inspected, you should set InsReqd = Yes
and enter an inspection lead time. Minimum, Maximum, and Order Multiple can also apply
depending on the type of product, as does Reorder Point.

2 Use Purchase Requisition Browse/Inquiry. The requisition number should be the planned
order number, unless you changed it during the approval.

3 Use Supplier Maintenance and Supplier Remit-to Maintenance.
4 Use Supplier Item Maintenance.

5  When you entered the supplier item number, the system retrieved your item number and the
supplier's quoted cost.

6 When arequisition is referenced on a purchase order, the system subtracts the purchase order
guantity from the requisition quantity. If the purchase order quantity is greater than or equal to
the requisition quantity, the requisition is deleted automatically.

7 Lineitem type M for Memo indicates a non-inventory purchase.

8 Likeany other PO, you need to enter the item, quantity, unit of measure, and unit cost. Since
the purchase is non-inventory, the location information is not really needed. The key hereis
that you should always enter the appropriate GL expense account in the Purchases field for
this type of PO.

Setup Study Questions

1 Requisitions can be entered manually or created by approving an MRP planned purchase
order.

2 First, you need to set Approvals Required = Yesin Purchasing Control. Then, set up approval
codes for only the one site. Do not set up any for the other site.
3 Lineitem unit cost defaults from:
« Pricelist and discount table specified in the supplier item table

 Supplier item quote cost, if no pricelist is specified and if the order quantity exceeds the
guote quantity

« GL material cost for theitem
4 True.

5 A purchase order line item of type Sidentifiesa SUBCONTRACT purchase. This type of
purchase order normally specifies the WORK ORDER (NUMBER, 1D, and OPERATION).

6 Fase Receiversare created regardless of whether or not you are using Accounts Payable.
Receiver Type indicates whether you print them.

Questions? Visit community.gad.com N QAD
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Processing Study Questions

1

Purchase order receipts processed for line item type M or S do not affect inventory.

a Receiptsof lineitem type M decrease the balance (credit) in the GL EXPENSED ITEM
RECEIPTS account and increase the balance (debit) in the PURCHASE EXPENSE
account on the PO line.

b Receipts of line item type S normally increase the balance (debit) in the GL WORK IN
PROCESS account.

False. Multiple sites, locations, lot/serial numbers, and | ot references can be specified on any
lineitem receipt.

False. The Purchase Order Returns transaction generates a return document that can be printed
using Purchase Return Document Print.

Purchase Order Returns can be processed only against open orders. If the PO is closed, the
system prompts you to reopen it; then process the return against it.

False. You have to put the items on order manually. The system does not assume you will be
replacing them.

PO price variance is calculated as the difference between the PO cost and the GL cost,
multiplied by the number of items received. It is only calculated for inventory items, and is
created at the time of PO receipt.

False. This creates a subcontract rate variance, not a PO price variance.

Processing Workshop

1

Y ou can cancel the backorder during the PO Receipt or you can go into Purchase Order
Maintenance and change the line item status to X, for canceled.

Since the line item was canceled, if it was the only line item on the order, the whole order is
canceled. Thefirst thing you must do is reopen the purchase order. After that, you must fix
your error. The best way isto reverse the original entry by processing a negative receipt
(-999). Then receive the correct quantity of 99.

Do not use a Purchase Order Return to Supplier to correct this error, since this would look bad
on the supplier performance report, and you would not want that.

Use Purchase Order Returns.

Use Purchase Receipt Browse/Inquiry and the Transactions Detail Browse/Inquiry.

Items and PO lines set up as Inspection Required = Y es are received into the inspection
location specified in Purchasing Control. If inspection is not required, the location defaults to
the location on the PO line, which defaults from the location entered in Item Inventory Data
Maintenance.

M QAD Questions? Visit community.gad.com
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Blanket Order Workshop (Exercise 2)

1

Release = Y es and Quantity to Release.

Blanket Order Study Questions

1

2
3

Quantity to release should be entered and the Release field set to Yes.
False. Blanket orders are not considered by MRP.

Thefirst time you release a purchase order from blanket order number BP3, the purchase order
number is set to BP3001.

True. Once the quantity has been reached, no more releases can be processed until the open
guantity is increased inside the blanket order.

Usually you set up thistype of quote as Recurring = Y es, with Blanket Order Quantity [12000]
and Quantity to Release [2000]. You can aso set Release = Yes, and since releases are to be
on aregular basis (biweekly), you can set Cycle Code = BI.
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Defaults
Function Notes DR/CR Account From
(5.13.20) or (5.5.5.11) Inventory items | DR Inventory (1.2.13)*
PO Shipper Receipts
CR PO Receipts (1.2.1)
CR Applied Overhead (1.2.1)
DR/CR PO Price Variance (121
DR/CR Purchase Gain/Loss (26.1)
(Multiple currencies only)
Subcontract DR Cost of Production (1.2.1)
items, work
order specified
CR PO Receipts (2.2.1)
DR Work in Process (16.2)
CR Cost of Production (1.2.1)
DR Subcontract Usage Variance (16.1)
CR Work in Process (16.1)
Subcontract DR Cost of Production (12.2.1)
items, work
order not
specified
CR PO Receipts (1.2.1)
Non-inventory DR Purchases (5.7)
Items
CR Expensed Item Receipts (36.1)
(5.13.7) Inventory Items | DR PO Receipts (2.2.1)
PO Returns DR Applied Overhead (1.2.1)
CR Inventory (1.2.13)*
DR/CR PO Price Variance (121
DR/CR Purchase Gain/Loss (26.1)
(Multiple currencies only)
Subcontract DR PO Receipts (1.2.1)
items, work
order specified
CR Work in Process (16.2)
DR/CR Subcontract Usage Variance (2.2.1)

MQAD
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Defaults
Function Notes DR/CR Account From

Subcontract DR PO Receipts (2.21)
items, work
order not
specified

CR Cost of Production (2.2.1)
Non-Inventory DR Expensed Item Receipts (36.1)
Items

CR Purchases (5.7)

aa The GL account defaults from the inventory item/site account in Inventory Account Maintenanceif oneis set

up; otherwise, from Product Line Maintenance.
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Product Information Resources

QAD offers anumber of online resources to help you get more information about using QAD
products.

QAD Forums (community.gad.com)
Ask questions and share information with other members of the user community, including
QAD experts.

QAD Knowledgebase (knowledgebase.qad.com)*
Search for answers, tips, or solutions related to any QAD product or topic.

QAD Document Library (www.gad.com/documentlibrary)

Get browser-based access to user guides, release notes, training guides, and so on; use
powerful search features to find the document you want, then read online, or download and
print PDF.

QAD Learning Center (learning.gad.com)*
Visit QAD’ s one-stop destination for all courses and training materials.

*Log-in required


http://community.qad.com
http://knowledgebase.qad.com
http://www.qad.com/documentlibrary
http://learning.qad.com
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