agre * TRONIA

SYSTEMS

Purchase Order Authorization

Purchase Orders have statuses so you can differentiate between those that have been
requested, approved, ordered, or denied. Security governs who is a Purchase Order
Requestor and who is a Purchase Order Approver: the process is designed so that Requestors
can ask that an Approver order something for them.

If you are a Purchase Order Approver, you can setup agré to send you a Message when a new
order has been requested so that you can approve or deny it. When you actually place the order
with a supplier, you change the status of the PO to Ordered and at this point, the product is
reflected in Inventory reports as being On Order.
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Security

Before you take advantage of purchase order status features, you need permission to use them.

If PO Purchaser is not allowed, the user will only be able to create POs with a status of
Requested.

%~ Edit Role: Lord of the Universe E@
u Save X Delete @ Exit

Fole  Permissions l

Accounts Receivable ] Inventony Accourts Payable ]Genelal Ledger] Blending ] Ptgronomy] Adminigtration ]

ltem Action Allow? Deny? ~ Allow All
Purchase Orders Add =
T [ Deny All
Edit 0 Clear Al
Delete ]
Enable on menu O
Edit GL Acct/ Project =
_h PO Purchaser T\Eﬁ =
View Costs - Inv ]

=

File > Security > Manage Roles / Accounts Payable

Tip: You may want to create a separate role just for Purchase Order
approvers.

Configuration Options

If you want ALL purchases go through the approval process, even those created by PO
Purchasers that would otherwise default to Ordered, check Default Purchase Order Status to
Requested.

“ Company Level Settings
n Sawve '@ Exit
Genelal] Accounts Receivable | Blending  Accounts Payable ]Gene

Purchase Invoices Purchase Orders lSuppIiers ] Payments ]
[ Automatically close expired POs
\Lfam:nt Hedge Rate Change on Linked PO
— N7 Default Purchase Order Status to ‘Requested’
o M BT Py

File > Config Options > Company / Accounts Payable / Purchase Orders
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agré can send messages when new Purchase Order Requests are placed. When the sweeper

runs each evening, it will check for any new purchase order requests and send a message to all
users in the role you select.

% Company Level Settings E\@
u Save @ Exit

General l Accounts Receivable ] Blending ] Accounts Payable | General Ledger Inverrtory] ﬁgmnom}rl Grain ] Reports Messages l

Motify all uzers in specifed role when:

Accounts Payable Grower Central

MNew Supplier is created | ﬂ er create Diealer Transfer -
_F* New Requested PO is created |PO Messages ﬂ lew User Request created Grower Central Admin =~
POs have expired | j

File > Config Options > Company / Messages

When a new message is received. the Messages icon will indicate how many new messages that
are waiting in your inbox.

‘3..] Messages (10)

Requesting a Purchase

For a user who is not a PO Purchaser creates a PO, the only status available is Requested.
If the user is a Purchaser/Approver, they can choose any status (Requested, Approved, Ordered,

Denied).
. Add Purchase Order IEIIEI
n Save ||}, Documents Refresh | E] PO Activity Detail @ Exit
Reference: * [¥ Generate Reference Automatically Sub Type: | j
Supplier: [Abraham's Ag Supply (S0025) ~|" Find Ldd Location: [Dog River ~|°
Date Ordered: Aor 18,2021 *]° S [Requesi=d =] l
Expected Delivery:  |May 19, 2021 hd T | ™ MNot Specified Requested By (Staff): [Chem Shed
Expiry Date: May 19, 2021 = ™ Mo Expiry Date ] : o |
optional
General Products (1) | requestor
Product/Description Qty Ordered Received Remainin'g‘l_mﬁﬂd{ Status Location Release | Inventory
> | BUCTRIL - BUCTRIL M (JUG) 5.0 0.0 5.0 $31000| [0 |Active Dog River ]
Add Product Row | Add Non-Inventory Row | Total: $1.550.00
Edit Row | Remove Row | | Auto Order |

Accounts Payable > Purchase Orders

Note: The Requested By (Staff) field is a text field — any text can be entered.

If you will want to search by Requestor when running reports, you must
search for the text typed in this field.
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Approving a Purchase

Search the PO grid for those waiting for approval.

Edit the PO.

,& Purchase Order Search
J ’ Search | DStartD\rer ‘e Exit |
Reference Mumber: I
Cantract Number: I
Linked WO: |
Status- IHequested ;I [~ Show PO with no Release Numbers
Requested By: I
Location: |<.N| Locations= ;I
Sub Type: [<Any Sub Type> ~|
Supplier: & Any Supplier
" This Supplier: |iStart typing or use Find: j Find
Order Date: + Any Date
C'DateRange [apr 12,2021 =] 1o [Apr 19,2021  ~]
Create Date: {™ Today
* Any Date
(" DateRange [Apr 12,2021 =] to [Apr15,2021 -]
Preduct: (s Any Product

i §
J+Md |fEd' Delete |MNew5earch |Copy |F‘review|tem |Hi5tory |°Exﬂ |

Supplier

Parkland Ag Supply

1 Purchase Order found

« | Date
Sep 08, 2016

Expiry Date Delivery Date | Status Reference Mumber | Contract # (9 Location
Oct 08,2016 | Oct 08, 2016 | Ordered DPOO76 Dog River

Approving a Purchase
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Change the status to Approved if you will be placing the order with the supplier later, or to

Ordered if you are placing the order now.

. Edit Purchase Order. DPO112

J u Save | X Delete | 'L_ Documents | Refresh | [E] PO Activity Detail | Histany |6 Exit |

Reference: W . Sub Type:

Supplier: IAbEIhEIITI'S Ag Supply (S0029) ;I “ Find | Add | Location:

Date Ordered: Im ° Status:

Expected Delivery:  |May 19,2021 <] 1o | [=] ™ Net Specified Requested By (Staf):
Expiry Date: Im [ Mo Expiry Date T

General | Products (1) |

Yar | amahow o

You will not be able to import from or link to an Inventory Receipt to a PO until the status is set to

Ordered.

<PO Available> will display if there are PO’s either Requested, Approved or Ordered (so that
you know a PO is ‘out there’), but if the status is anything other than Ordered, you will receive a
message that the status needs to be updated (in case the Approver forgot to update the PO).

™ Include expired purchase orders
™ Include completed purchase order lines

[E Add Inventory Receipt [=][& =]
J = save |}, Documents | Refresh |6 Exit |
Supplier: [Abraham's Ag Supply (S0025) ~|" Fing | Add |
e (el Shipping will display if POs are Requested,
Receipt Date: IDec: 0g. 2015 ~|° Trucker: Approved, or Ordered
Comments: I Supplier Location: I hd | /
| Product |Quantity  [Location |Est. Cost  [Billed On | PO Reference
> |BUCTRIL - Buctril M (JUG) 5.0000| Ed | s310.00| |<PO Mwzilable> © |
. Purchase Order Link =
Add Product Ro
Pt Bow ||y e scion | @ 5 |
—
Import From PO E R :
—I . can import from/link
Product: BUCTRIL - Buctril M (JUG)
rodu | to Ordered POs only
Quantity: 5

Release No

1 Line found

EPODD12 Dec 08, 2015 5.0000 0.0000

Unit Cost| Prepay? |Location Supplier Location

$310.00 ] Edmonton

Qty Ordered || Gty Received

View [tem I/

7

There is no change to your Inventory Position until the status of the Purchase Order is set to

Ordered.

agre

Inventory Position
Edmonton

Product Name is BUCTRIL - Buctril M

Chemical

i i Qty On Qty Qty Qty
Product Units Min Level Hand Ordered Committed  Available
Buctril M (BUCTRIL) jug 1.464.0 5.0 40 1.465.0

Approving a Purchase
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Denying a Purchase

If the Approver decides to cancel the request, they edit the PO and change the status to Denied.

.., Edit Purchase Order: DPO112 = =
[E Save | X Delete | ], Documerts Refresh | E] PO Activity Detail Histony @ Exit
Reference: W - Sub Type: | ﬂ
Supplier: |F-.brc|ham's Ag Supply (S0023) j " Find Add Location: |Dog River j *
Date Ordered: lm - Status: Requested -|"
Expected Delivery:  |May 19, 2021 | ip = | [ Mot Specified

Expiry Date: May 13, 2021 hd ™ Mo Expiry Date

General | Products (1) |

If a Requestor changes their mind about a request, they can edit the PO and change the status to
Closed.

Reporting

The Purchase Order Activity Report has been modified to print landscape instead of portrait to
accommodate extra columns information.

Purchase Order Activity

Any Purchase Order Status; Any Status; Any Location; Order Dates: Jun 01, 2010 to Oct 01, 2010

Chemical: ACHIEVE (Achieve Liquid Gold) case

PO DeliveryDate Expiry Date Supplier Ordered  Received Remaining Prepaid Price Ordered For
PCOK318(Closed) Sep 27,2010 Sep 27,2010 Abraham's AgServices (S26) 1,000 ] [ Kelowna
Total: Chemical: ACHIEVE {Achieve Liquid Gold) case 1,000 1] 1] 1]

Chemical: BUCTRIL {Buctril M) jug

PO DeliveryDate Expiry Date Supplier COrdered  Received Remaining Prepaid Price Crdered For
PO052 Oct30 2010 Oct30, 2010 Abraham's AgServices (S26) 5 1] 5 O Edmonton
Total: Chemical: BUCTRIL {Buctril M} jug 5 1] 5 1]

Chemical: DECIS (Decis 5 E.C 10L) jug

PO Delivery Date Expiry Date Supplier Ordered  Received Remaining Prepaid Price Crdered For
P05528 (Closed) Sep 05,2010 Sep 05,2010 Abraham's AgServices (S26) 100 a [ Calgary
Total: Chemical: DECIS {Decis 5 E.C 10L) jug 100 1] 1] 1]
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