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This section describes how to = Menu _
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Some key features of this section are L R
Rf Response
e Request for quotation (RfQ) [ | rfQ Unanswered
e Requisition ~[_| RfQ Response
T Requisiti
e Create Purchase Order from gk o
. {§§ Create PO from Requisition
REC|LIISItI0n D Open Requisitions
e Purchase Order 7= Purchase Order
e Material Receipt <7 Material Receipt
e Invoice D ;aterial IRetgipttzrt:;Ls
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e Matched Purcl_'lase Orders T rorbice tWreidan
e Matched Invoices ™= Invoice Batch
7= Matching PO-Receipt-Invoice
«T=| Matched Purchase Orders
< T=| Matched Invoices

Working with Requisition-to-
I nVOice Figure 5.1 Click the Requisition-to-Invoice folder to see a list of

tools.
This program gives you all the tools to create and
keep track of vendor and customer requisition
requests. You can create and follow purchase
orders and invoices. (See Figure 5.1)
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Request for Quotation Topic
The first tool listed under the Requisition-to-
Invoice folder is named RfQ Topic. This title
stands for Request for Quotation Topic. :
Use this section to |:|_ E:g Ei;':]i:::re ;
e Keep track of vendors or clients |:| BFQ Response
e Specify which products you need and which : i
vendor/client has them. ) , . ,
° Organize pI’OdUCtS you have or will request. Figure 5.2 Click on the icon next to the words RfQ Topic.
e Indicate who has responded to your
request.
Click on the icon "~ to open a new dialog | = :_:.EI:'q__IE:_i:-:- ‘Garden Supplies Superlser@GardenWorld.HQ [adempiere {adempier
box. (See Figure 5.2) File Edit  View Go Tools Window  Help

On the left of the RfQ Topic dialog box $ @ ExE E2Qidl] @the FT49 8 =
you will see three tabs. (See Figure 5.3)
Use each one to specify clients, products,
and requests. Remember, you must fill
out each tab before going on to the next.

Client Organization |MName Description Active | Self-Service |Print Format

] GardenWarld ]H[l Garden Suﬁpliés Ll
Subscriber

Restriction

For example: you must fill out the
information in the Topic tab before you
can go on to the Subscriber tab. To get Figure 5.3 Use the tabs on the left to navigate to each section.
to the Restriction tab you must have

filled out both the Topic and Subscriber tabs

before you can move on.
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USing RfQ TOpiC __-i:f.‘_’l:'u__lit-:- ‘Garden Supplies :u_;_z_:er,lil_s.e_ﬁ_@._('}andn!-l'l-"_n.r-ld;Q' :__.’_a__emle'i'er_e_-.fad_m'nE‘i‘,E;E
File  Edit Wiew Go Tools  Window  Help

Request for Quotation (RfQ) Topic is = . =
used to keep track of clients who may S @ ExE SQiul] Otnte F29 8 [

want to respond to requests- Client Organization | Name Description Active | Self-Service |Print Format

- JGardean_r]r]HQ Gardén Suﬁhliés W
TOpiC Tab Subscriber

Restriction

Add new client information by clicking
the New Record button.

¥

You can also create a new record by going

Figure 5.4 Click on the Topic tab to input client information.

through the Edit menu. Print Format

You can change information by clicking in each sk e =

column and typing in the corrections. R];QRESDWSEWTEM"F,'LM'ET"]
RfQOResponszeling *~ TEMPLA

Indicate if each request is Active or not by Shikinent Headsr

placing a check mark in the box provided.

Spread Report
Statement of Accounts

) . o Test Form _|
Pick the Print Format by clicking in the column Test Report -|

and choosing from the formats provided.

Self-Service can be indicated in the same way.

Figure 5.5 Use the drop down menu to pick the
print format.
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Subscriber Tab

i RTQ Topic Garden Supplies SuperUser@GardenWorld.H
Check subscriber information by clicking the Fle: Edit Mew Go Tanls  Widow  Hely

Subscriber Tab. ' = o
b @ F=xEH 2 09] @ €

Add a new subscriber by using the New Record

Tapic '.l::li.Ent :E.J_r.ge.tnizatinn -_RT:QTnp_ic '.Eus.i_nessl Partner
bUtton | | Clle to add information GardenWorld  HQ Garden Supplies  Tree Farm Inc.
) ) Garden'l.l'u'nrld HO Garden Supplies  Seed Farm Inc.

The Client column refers to the company you Restriction
are doing business with. Indicate which store or

department the request is going to by typing

the name in the Organization column.

The RfQ Topic space shows what is being
requested.

- i .1 __|
The Business Partner section indicates who @ ? # ¢ % & @ &a @ i

you will transact with, such as a vendor or sales 'Partner Location |User/Contact | Active |Subscribe Date |Opt-out Date
person. Be sure to put in their location as well. Anywhere Joe Sales v
You can search for a specific partner by clicking Small Village HenrySeed v

on the icon provided. #

Keep track of who your User/Contact is within

the Orgamzatl_on - Indicate if the requeSt 1S Figure 5.6 Click on the Subscriber tab to input information about clients and
currently Active or not. their organizations. This picture has been cut into two parts to fit all the
information.

Show Subscription date and Opt-Out date. If
there is an opt-out date that means the customer
will no longer be receiving mail about the request.
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Business Partner Information Dialog Box

By pushing this # icon you bring up the business
partner information dialog box. (See Figure 5.7)

Use one of the categories provided to find partner
data. You only need one piece of information to
start a search for the business partner.

Type in the specifically assigned key number, the
contact name, name of the business, e-mail
address, phone number, or ZIP code. Check the
Customers only and All/Any boxes to limit your
search.

The four buttons at the bottom left are
respectively: Requery, Find, Client History,
and Print. (See Figure 5.8)

Use these buttons to re-request
information, to find a client, look at the
client's history, and print out information
for your personal files.

[
=

f.'tl"f-lnws found - Enter query criteria 1] ﬁii::un-él-lﬁr wlth_ﬂ-ﬁl

Eey || Contact |

Hame [aTres Farm Inc.% EMail |

(Eey |Mame |Contact Credit available Credit UsetfPhnnE ZIP | City

. W Customers anly
ZIP | [ Al Any
Balance " Revenue Address 1 | Ship Address | |nvoice Address

Ot

Figure 5.7 The Business Partner Information dialog box provides customer
information. The picture has been cut into two pieces to show you all the sections
provided.

ORI &S

X | v

[0]

Depending on if you found and made the
changes you wanted, press either the

2€  or the check mark *” , when you
are done.
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Figure 5.8 Use these four buttons to requery, find, look at client history, and print.
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Restriction Tab

This section indicates which products or
categories a client has been asked to
respond to. If nothing is entered in this & @& | | 18 % B aa g o Ohe» T4 8
tab, that means that the client has been

asked to respond to all requests. Topic (Cliemt |Organization [RfQSubscriber | Active |Product |Product Categary |Description

File  Edit Wiew Go  Tools  Window  Help

For example: If your company needs FRREEENEL
garden rakes and the vendor's company

is @ gardening supply store, you can use

this section to request a bid on rakes

from the vendor's company. Figure 5.9 Click the Restriction tab to manage which clients are asked to reaspond to each catagory.

Check request restrictions by

C||Ck|ng the Restl‘iCtiOn Tab. Create Eev: ] UPC/EAN = | Warehouse Store - Store Warehouse -l . 0

a new restriction by clicking on the Name | ] SKU | | Vender|
New Record button. PricelistVersiun:F'ur(hase 2003 (UsSD) +  Product Category Bush - Bushes -
[ ] __D KE\; - “!'}l“ame I A\ta-i.la;iz-léé_ I-_.i-si-_lé-r-i-_:e- S.f.an.dar.d-l'-_’"r-i._:e- On-i;i.and.Quan_iit_y:..i.leserved_Quanfit_y: -[.!rdére.d.t_luanti_t\;u- Unconf.i.fmeﬁ.fl_i\,-:. Unnfﬂ—
L Holly Bush Holly Bush 0.0 40.00 24.00 0.0 0.0 0.0 0.0 :-
Rose Bush Rose Bush 0.0 30.00 15.00 0.0 0.0 0.0 0.0
. . . . Azalea Bush Azalea Bush 0.0 25.00 15.00 0.0 oo 0.0 0.0
Type in pertinent information under
each column.

When you come to the Product Figure 5.10 The product button opens the Product Information dialog box.
column, click the product button

LRI bring up the Product
information dialog box. (See
Figure 5.10) This box's functions will be further
explored on the next page.
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Product Information
Dialog Box

Key UPC/EAN Warehouse Store - Stare Warehouse ~ | il |

Find a product by putting ;

. . . . Mame SEU | Wendor

information into the different i il : - - :
Pricelist Version |Purchase 2003 (USD) w|  Product Category Bush - Bushes -

categories. (See Figure 5.11)
. . Figure 5.11 Find a product by filling out each of the information boxes provided.

Items that match the criteria

will appear in the space

provided below. (See Figure _ :

5 12) Information in these Columns can D Key_r 'Name Available List Price  Standard Price  ©n Hand Quantity

not be Chan ed TO Chan e the Hally Eush Hally Bush 0.0 40.00 2400 0.0

. . g ' g . Raose Bush Rase Bush 0.0 30.00 18.00 0.0

information you must go into the file

for each product and change the

information there.

Azalea Bush Azalea Bush 0.0 25.00 15.00 0.o

. Figure 5.12 A product’s information will appear in the space provided. Part of the picture has
Look for the product in other been cut off to conserve space.

warehouses by expanding the box.
Press the expand ¥ or contract © button to

Item Availability in other Warehouses

ShOW or h|de thIS portion of the bOX. Warehouse D.escriptiun “Substitute | Related Product Availahletn:ln Pramise
War_ef_‘lnulse | A\@il_ab!e On Hary_l_:! Qu_a_nlt_it_\,l Ee_se!'_\:ed Ql@n_ti_t\;
HQ Warehouse 10.0 10.0 0.0

You can use the buttons at the bottom left of the z 10.0 10.0 0.0

dialog box to Requery information or use the
History Records button to check on the

price history for the product. Use the Zoom F-] B/l S/ A
button - [€4 _ to bring information closer and |3 Rows found - Enter query criteria (optionally with %)

press the Print button & to create a hard copy.
(See Figure 5.13)

Figure 5.13 The bottom section shows availability in alternate warehouses. Use
the bottoms at the bottom to requery, look at history records, zoom, and print.
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The Product Attributes button = to the right
of the Warehouse drop down menu opens a

Product Attribute Information dialog box. Size 5-M-U | Medium -
Ihstance Attribute
This box allows you to choose the attributes of the bz Beietipih
product you will be sending to the client. Use Factor |Slightly Used -
Serial No
Specify color and size. Also use a description to Lot No
ensure you are sending the right thing or explain Lot =

to the recipients exactly what they are getting.

[Guarantee Date = - B

The Use Factor drop down menu gives you the
option of telling the customer if the product is
new, slightly used, or used.

Figure 5.14 The Product Attribute Information dialog box allows you
The drop down menu at the bottom left helps you choose the attributes of the product.

specify when the requested product arrived. (See
Figure 5.15)

If the space circled on the right shows the

uarantee Date <
words Guarantee Date < that means the —
product arrived after the date specified in the Bunrantee Dute =
spot to the right. Guarantee Date > means Guarantee Date >
it arrived before the date indicated.

Gu_a rantee Date = means th&_]t the pI’OdUCt Figure 5.15 Select if the product will reach its destination at, before, or after the
arrived on the exact date provided by the guarantee date.

vendor/client.
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The bottom right space is reserved for the actual
er < | 2008 2]

guarantee date. Clicking on the calendar button Z.@"hmmg
= opens the Guarantee Date dialog box. Use it : :
to pick when the product should arrive. (See EEIEFE@
Figure 5.16) 7 8 9 10 11 12 13
14 15 16 17 1B 19 20
The same graphic ™  at the bottom right of 21 22 BBl 24 25 26 27
the Product Information box opens a Product 28 23 30 31
Information InstanceStore dialog box that _ LI
shows the data pertinent to the product you

hlgh“ghted . (See Flgure 5. 17) Figure 5.16 Use the Guarantee Date dialog box to
specify when the product will arrive.

Selecting the product and clicking the check mark
button " puts the selected
product into the Product

P s e A i - ...

column on the Restriction tab. _
(Refer back to F|gure 5-9) : iDescri_[:ltiun _Lnt Ma :ﬁeriﬁi Ma :Guarantee fllate :.i_ncatnr . on i-l.and Eluantit',-f Resenre;j Quantitf Drf'i'r

Practice setting up a restriction
for a product request for
quotation by following the
example provided on the next

page.

Use the example as a base to
try new ideas on your own until
you feel comfortable with the
procedure.

Figure 5.17 The Product Information InstanceStore dialog box shows you the attributes of the selected product.
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Example: Fill out a Request for Quotation Topic

Start on the Topic tab.

Create a new topic by clicking on the New
Record button.

L

Make sure the Active box is checked before
trying to change information.

Keep GardenWorld as the client and change these
columns to the following information:

e Organization—Store

e Name—Landscaping Pros

e Description—bushes and shrubs

Make sure your new record is highlighted and
click the Subscriber tab.

The first three columns should show GardenWorld,

Store, and Landscaping Pros respectively.

Under the column marked Business Partner, click

the icon # to go to the dialog box. Refer to
Figure 5.7 if you do not remember what it looks
like.
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In the space labeled Name type in “"garden” and
click the requery button. &

Select the client GardenUser BP. The partner
location should be Old York and the contact
should show up as GardenUser. Subscribe and
Op-out Date should be clear and the Active box
should be checked.

Continue on to the Restriction tab.

The first three columns should show respectively:
e Client—GardenWorld
e Organization—Store
e RfQ Subscriber—Landscaping
Pros_GardenUser BP

Click the Product button | ™ || Change Product
Category to bushes. Select Rose Bush and
confirm.

In the next column change the Product
Category to Bushes. Finish by typing "3 white tea
sized rose bushes” into the Description column.
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Request for Quotation

Open the RfQ dialog box by clicking on the icon

E}Er Fequisition-to-lnvaice
._— Rf 0 Tapic

Use this section to record client/vendor and — FT Response
product information. |;| RFQ Unanswered
|_| RfQ Response

Features of this program are used to record:
e Client Figure 5.18 Click on the icon next to the words RfQ.
o hame
o organization
o comments
o representative
e Product description
e Work performed
o started
o ended
e Quantity and price information

Client |\gardenWorld Organization |Hey

Document No |

Use the tabs on the left to navigate between
the three sections. (See Figure 5.19)

Name [symmer supply
Description |

Comment/Help |
These sections are used to fill out RfQ client
information, products, and quantity
requested. Always complete each tab before

going on to the next Figure 5.19 Use the tabs on the left to navigate to each section.
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Using RfQ

Request-for-Quotation (RfQ) is used to record N R
information about clients and requested File

pl‘OdUCtS- oy @ [| ﬁ' £ E @ 'T:—& @ EJ_'I E=
RfQ Tab Client |Gardenworld

Line Document No |
Use the New Record icon [ | to add a new Name [Symmer supply

Quantity L

client.

Description |
Comment/Help :
Use the spaces provided to type in information
about the client.

2493

Qrganization |Ho

Figure 5.20 Use the RfQ tab to input client and product information.

Provide the client's name, organization, a
document number—based on your company's
own labeling system, provide the name of a

product with it's description and
other helpful comments you may
have.

Chose the Sales Representative,
RfQ Topic, RfQ Type and the
Currency used by selecting from a
list of choices provided by the drop
down menu.

The explanation of Figure 5.21
continues on the next page.
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W Active
Sales Representative | GardenAdmin =
BfQ Topic | Garden Supplies - RfQ Type

| Quote All Quantities

Inwited Wendors Only

v Responses Accepted Response Date

Work Start Currency

05/28/2004| E

Delivery Days 0@ Work Complete

Create & Invite

Quote Selected Lines &

¥ Self-Service
05/07/2004] =
UsD

il

Raﬁk Responsés

Figure 5.21 Use the second part of the RfQ tab to fill out information related to the requested product.
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Check the different boxes to expand or
reduce the categories this record will be

included in. 4 December ~/Ep | 2008 7|

Sun {Mon] Tue fWed] Thu Fri | Sat ]
t % & £ B if

To fill out the response, work start, and work

complete dates you can type them in 7 8 8 10 11 12 13
manually or select them using the calender 14 15 16 17 18 18 20
button. | = (See Figure 5.22) 21 22 [N 4 25 26 27
28 29 30 31
In the Delivery Days slot you can use the _ LI
calculator button @ to figure out how many
how many days it would take. (See Figure Figure 5.22 Use the Guarantee Date dialog  Figure 5.23 Use the calculator to work
5. 23) box to specify when the product will arrive. necessary equations.

Click the Create & Invite button to
bring up the dialog box shown in
Figure 5.24. Create Rf0Q and Invite Vendors

Use this box to create RfQ Create (missing) RfQ Responses and optionally send EMail Invitation /Reminder to

; Vendors to respond to Rf
responses and send e-mail P Q

invitations to remind vendors to
respond to the request-for- | Eend RfQ Invitation to Wendars|
quotation.

Remember to check the Send RfQ
Invitation to Vendors box on the
left. Without it the program will not
send the e-mail invitation. Figure 5.24 Use the Create & Invite dialog box to create RfQ responses and invite vendors to respond.
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Use the Rank Responses business Parther g
button to order the RfQs
into groups according the Eusinzes:Pariner & Partner Location | ~!
quantity of responses it User/comact - Margin % 0.0 @
receives. - Create Sales Order Order

Create Purchase Crder Copy Lines
Use the open/close button Clase RfQ

¥

* to expand or contract

the Business Partner box.
(Se e Fig ure 5.2 5) Figure 5.25 Use the third section of the RfQ tab to fill out Business Partner information.

Use the business partner icon # to =
open the Business Partner =
Information Dialog box. Use this

Create Sales Order

box to find an existing client. A Sales Order is created for the entered Business Partner. A sales order line is created
for each EfO line quantity, where "Offer Quantity" is selected. If on the RfQ Line
Look at Fi gure 5.7 with the O_uanut}r,_ an offer amo_unt is er}_tered not 0), that pry:e 15 used. Ff_a magm 15 entered
) . ] on RfQ Line Cuantity, it overwrites the general margin. The margin is the percentage
accompanying explanation to review added to the Best Response Amount.
how to use the dialog box.
Document Type lv
Use the calculator button & to figure o s
- nLredl rder I I
out the Margin % of products POS Order X ||«
offered by this partner. e Prepay Hrdes
Proposal
255 Partner Cuotation
Push the Create Sales Order button . comax ARSI el
Standard Order

and select a document type from the

drop down menu. ) .
Figure 5.25 Use the third section of the RfQ tab to fill out Business Partner information.
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To create a Purchase Order =
push the button and select the AEEUMEN S . Bescypitey Name
document type.

RfQ Document No |Name \Description | Help | Active  [RFQType | Quote All Qu

| Quote Total ...
You can copy lines from another

RfQ by using the Copy Lines

button. When the dialog box

comes up, push the button to the
left. %  An Info RfQ box will Figure 5.26 Use the Info RfQ box to pick an RfQ to pick a file to use.

appear, use this to pick an
RfQ.

er supply SuperUser@GardenWorld.HQ [adempiere {adempiere-adempiere-adempiere }] P20 5|

Close the RfQ using the .Eile Edit Eiew g Toals  Window  Help
| Rf n P ;
Close RfQbuttontosave | ¢ @ ExEH 2QA 0 7= 00 e T4 9% FEHS A A O
all your information.
i Client [GardenWarld Organization {o
Line Tab "~ une RQ [ '
e Line No 108
. . Cuantity by - "
Click on the tab on the Line e v Active - _ o
I (@ Attribute Set | [ ml
tab, on the far left. e LB Ao e 8
Description
. Camment/Help T
Make sure the client,
prgan|zaF|on! and RfQ Workstart |
information is correct. Delivery Days:| Work Complete | o

You can use the calculator
and calender buttons where Figure 5.27 Fill out the Line tab to specify product information.
shown.
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Use the Product Info W RfQ . Summer supply SuperUser@Gardenworld-HQ [adempiere {adempiere-ader
M and Product File Edit View Go Tools Window  Help
Attribute Info B  OEExE Qi E Ofvréew T4 92 FEESE A" R O
buttons to select .
information from a specific Client GardenWorid Sgrrntio g
client (See Figures Line RfQ Line | Azalea Bush - Azalea Bush
’ — [v| Active

5.11-5. 14) Hunniity LoM |Each :-5 Quantity 1nﬁ=§_.

|| BfQ Quantity Benchmari Price | 000 @
Quantity Tab [v| Purchase Quantity Best Response Amount | D-.UD__

[v Offer Quantity Offer Amaount 0.00| @
The Quantity Tab is used to Margin oAl
used to show how many at
how much something is
available. Figure 5.28 The Quantity tab shows quantities and prices.

Use the calculator buttons & to input numbers

and figure out necessary equations. HOM [Each -
The heading UOM stands for Unit of Measure. :'ﬂ'?'“rt
. . . . . INUTES
This section indicates a measure of time. For Ntk
example, you can indicate that you want the Margin % [WeeK
product sent to you every day, every week, ect. = Woark Day
Working Manth
Year |

To bring up the Margin % and Offer Amount

space by checking the RfQ Quantity, Purchase Fioure 5.29 Use the UOM drop d o select
- - gure o. se the rop down menu to select how
Quantity, and Offer Quantity boxes. often you would like a product.
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Request for Quotation Response

Open the RfQ Response dialog box by clicking on EHE' Requisitien-to-invaice
the icon 7 next to the title. (See Figure 5.30) -] R0 Topic

_ P Response
T e s ered
Ll RfQ Response

This section is particularly useful because it allows
you to see several responses by multiple vendors
at the same time. You will be able to use it to
compare prices and quantities against each others

to select the best deal for your company. R oz Clickcon the icon next to the words RIQ

Use this section to record

e E B e DA on8 Ko B AT DA S W WA N A an N Dt | A e
T e e e e T eI e e e | B A S N e e T T

File  Edit Wiew Go  Tools  Window  Help

e Responding business partner information
e Proposed price and work schedule.

e Rank among other responders 4= @ B ﬁ S E SQ 0 5l @ th & B

The three tabs on the left will allow you to
provide increasingly specific information for each
response.

Response Client Organization |Rf3 | Mame Descfi[:ltiun Comment/Help

{Garde... HQ
Response

Make sure as many columns are filled out as
possible. This will help specify vendor's
responses as the same vendor may respond to
more then one request.

Remember that the RfQ column must be filled in

. . Figure 5.31 Click on the icon next to the words RfQ Response.
before you can go on to the following sections.
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Using RfQ Response || HiQ/Recponee Supertel .

Request-for-Quotation (RfQ) Response is used ©= £t ¥ Go Ieols Window - Help

to record which business partners responded to a ":".-.: @ ﬂD ﬂ > = Q 0 = IJ ' ﬁ VRS

request and their bids on a specific request.

Response Client Drg_anizati;:un |RfQ ;r;lame _bes:fi_[_.‘lti;:un _[umment;fHEIp

Response Tab Garde... HQ
Response
. Line
Use the New Record icon [ | to add a new T
business partner's response. Quantity

Fill out the client and organization who responded
to the request.

State what they were responding to in the RfQ
column, the name of the product in the Name
column, the product's description and any other

comments/help you may want to add. ; P ﬁ IEl (% Eé] e -i @ = e |

Check if the file is Active or not. - .;ﬂ-.:ti';.re _Eus;iness Partner Partner L-:u:ati;:n _L-Iser.l'-[unta:t _I.n'u'i;ced- FL:U";-

— W Superlser T |
Use the Business Partner button # to find the
specific client and add their information. See
Figure 5.7 for a review on how to use this dialog
box.

Use the drop down menus to select the Partner
Location and User/Contact.

Figure 5.32 The Request Tab is used to show which clients responded to a request. This
picture has been cut into two parts to show the information more clearly.

Chapter 5: Requisition-to-Invoice



o)

ADempiere
The date the client was invited will appear in = i - T — :
. e BTG Response SuperllsermGandenWorle.HO [adempiere {ac
the Invited column. E{l e e P e T Q[I cempler {
File  Edit “iew Go  Tools  Window  Help

Push the calender button to put in the X g ~ — T N
response date, work start, and work k> @ HE\ ﬂ Ea g a g @ L__..| . ﬁ € B T

complete dates. Response ;Plespnnse-flaie | Self-Service :_i_i_urrenr:'g.r ; .-I-?ri:c_.e'fl.i'l.i'nr"k-i.t.al:t - .[Zleii.':.rer'g,r“[.:la_'g!r

UsD 0.0n ]
If your company is going to do the work or pick [ REspEnie _
up a product personally, check the Self- Line lempiere-adempiere-adempiere ;] 1 I PR
Service box. RQESFIE;DTSE —_—————— N
uantity

Select the currency from the drop down menu. — & E @ @ m\ .} @ n e

Use the calculator to input the Price, Delivery
Days, and Ranking.

f'l.-l'l;l';:-ur-kt-nmpi.e'.[e :inu.i.t-E-E-. R.En:1-i-r1d : -Ra.ﬁk:i-pg. ii-eie:'.[ed 'l.i'l.i'-i-nner Uhf-i

|:| e
The rank number indicates where the bid falls

among the other responses received from other
business partners.

send a message to the client about the

Click in the column under Invite & Remind to = 5 = B
| =] &= | @ & o
request.

\Order _I:-:hEEi'IC tnnu:iiete tnrp!:ilete Iz‘rncgssed Ec
Decide if you want to order from this person '
and put it in under the Order column.

Figure 5.33 This figure shows the second part of the Response tab. The picture has been cut into
Input if you completed a check on this, check parts to show the full information.
the Complete and Processed boxes when
done.
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Response Line Tab HEsdgnse Client Organization
Responze Rfid Line
The Response Line tab is used to record client Line RFQ Response
i i Response !
and work order information. S
. . . Worl: 5tart
The Client qnd Organization slots should R W e
already be filled out. o
Description

Caomment/Help

The RfQ Line and RfQ Response are used for

If the Active box is not checked that means the
client is no longer receiving requests.

Figure 5.34 The Response Line tab shows client and work information.
Make sure the Work Start, Delivery Days, and
Work Complete dates are filled out correctly.

Response Quantity Tab REsvgase Client Droganization
. . . i . . Response RfQ Response Line
Verify the client and organization information. Line L Ve Tt
Respanse
The RfQ Response Line and Line Quantity HHARCHY _ |
Erice Discount %
show...
Ranking

Check the Price and Ranking for accuracy.

Calculate the Discount % and make sure the

- ! Figure 5.35 The Response Quantity tab shows client and pricing information.
number in the provided spot matches.
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Request for Quotation Unanswered

Open the RfFQ Unanswered dialog box by EHEr Requisition-to-Invoice
clicking on the icon |:| next to the title. (See g L U
Figure 5.36) ol A
- = RfQ Respaopse
This program is different from the previous ones
with this icon ™ because it is used to compile R
information from many different entries to create ) , _
a printabl e rep ort. Zlg:;z vfjgdCI/ck on the icon next to the words RfQ

Use this report generator to compile a list of
requests that have gone unanswered from a
specific topic or general request.

Outstanding Rf(Q Responses

Using RfQ Unanswered

Lists Responses of active Rf0s (not closed /processed) where the Response is not marked
as complete.

Request-for-Quotation (RfQ) Unanswered is
used to search through a topic or general
request and compile all the RfQs that went
unanswered. The dialog box, shown in Figure
5.37, is used to specify the type of information
you are looking for and compile it.

RFfQ Topic |Landscaping Pros| -
RfQ ks

Response Date Bl -

|

An explanation on how to use this box will be

. Figure 5.37 Use the RfQ Unanswered dialog box to specify and compile unanswered requests.
provided on the next page.
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Document No

Description Name

You can fill out all three lines of information .
to narrow your search but only one is RfQDocument No [Name |Description | Help | Aaive  [RMQType  [Quote All Qu. Quote Total . Invited Vend... Self-Service |Re
necessary to compile a report.

Click on the drop down menu next to the
title RfFQ Topic to chose from active topics.

Pushing the find file button % will open the

Info RfQ dialog box. (See Figure 5.38) Use
this box to find a specific RfQ document.

You can search by document number, K il
description, and/or name. Click the requery = | & (|| &

@ button to start your sea rch. Pick one [0 Rows found - Enter query criteria (optionally with %
from the list when it comes up and click on
the check mark button < to select it. Figure 5.38 The Info RfQ dialog box is used to find a specific RfQ document.

. I Report:! RfQ Unanswered 'Superlls n,gaG_ar__anrI Q [ae__ﬂ;_g-_l_epe{amplere-ademplere-adem; il
The screen W|” 90 baCk tO the RfQ File  View Go Tools ‘Window  Help
Unanswered dialog box. & 1@ v < smmay ¥Q | Z] EleEE O
Specify response date by using the
FADermpiers RfO Unans wered Page 1{11) of 3(1,3)

calender buttons | = provided.

Parameter: RfQ Topic = Landscaping Fros

Business Partner Comment Currency Delivery Days Description Name Partner Location Quote 2

1 Gty Ouore Total At

When you click the start button
o san | Figure 5.39 will appear
with the requested information.

You may now prmt out the report. Figure 5.39 This report shows all the responses to a specified RfQ.
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Request for Quotation Response: Report

This section is called RfQ Response like a previous

program but this one is designed to create and
print out reports on responses to RfQs.

Open this program by clicking on the icon |:| next

to the title. (See Figure 5.40)

Use this report generator to create a print out of
responses to active RfQs.

Using RfQ Response

Request-for-Quotation Response is used to
find and compile a list of vendors and their
responses to active RfQs.

Use the dialog box shown in Figure 5.41 to
specify the documents required to compile your
report.

Select the RfQ Topic from the drop down menu
and open the Info RfQ dialog box using the find

file button % . To remember how to use this

dialog box see Figure 5.38 and its
accompanying explanation.

Chapter 5: Requisition-to-Invoice

== Requisition-ta-Invoice

----- "= Requisition
----- {% Create PO from Requisition

Figure 5.40 Click on the report icon next to the words
RfQ Response.

Tt
Detail RfQ Responses

Lists detail Responses of active RfOs (not closed [processed) where the Response is
marked as complete.

RFQ Topic | Landscaping Pros| [+
RFQ _'% |

Figure 5.41 Use the RfQ Response dialog box to specify and compile responses to requests.



Click the start button «#ser | A report, like the E| ori: RfQ Response SuperUser@GardenWWor
one shown in Figure 5.42, will appear. : e S & alpel ser@barC eyl

oy | e e et o

File  Wiew Go  Tools Window  Help

Verify the information you want is present in the & Il::% & mQResponse
report shown.

If you would like to do anything special to this ADermplere RFO Response
report you can manipulate it using the buttons Parameter: RfQ Topic = Landscaping Pros
on the upper right hand side of the report. Atribute Set Instance  Benchmark Difference  Benchmark Price Business Ps

Use the arrows to navigate up and down a page
or to a whole new one.

The box that says RfQ Response currently can be
changed to another type of report or a clean
page by pushing the drop down menu and
choosing from the options given.

Create a summary of the information shown by
checking the Summary box. e Page 1(1,1) of 5(1,5)

The working buttons are shown on the figure's Business Partner  Commemt  Currency  Delivery Days
lower piece. These are respectively; customize
report, look up record, print, page set up, send
mail, archived documents and reports, export,
and exit.

Figure 5.42 The RfQ Response report shows what responses have been made to a specific
Use these buttons to manipu|ate to repo rt the request. This picture has been cut into pieces to better show the relevant parts.

way you want it to look.
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Requisition

Open the Requisition dialog box by clicking on
= next to the title. (See Figure 5.43)

the icon

ADempiere

=}-[Z Requisition-to-Invaoice
----- = BfQ Topic

..... T— RfQ

----- ™ RfQ Response
|:| RfQ Unanswered

----- D Rf(J Response
This program is used to create and keep track of | .

requisition requests.
Use this section to record

Product description
Location

Vendor

Price

Using Requisition
Requisition is used to create requests
for specific products and where they
can be found. Navigate the tabs on the
left to input the necessary information.
Requisition Tab

You can push the New Record icon to
add a new requisition order.

Chapter 5: Requisition-to-Invoice

----- % Create PO from Requisition
----- D Cpen Requisitions

----- "= Purchase Order

----- "= Material Receipt

Figure 5.43 Click on the icon next to the title

Requisition.
File  Edit  “iew Go  Tools  Window  Help
@ ExH SsQiv= Ofhep T2 9

Fequisition

Client |gardenwWorld Qrganization Ho

Requisition | Document Type pyrchase Requisition - Document Mo faggon]
b : e e |
s User/Contact | GardenUser | =

Description

LComment/Help

Figure 5.44 Navigate the Requisition section to record necessary product information.
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Use the drop down menus provided

) ) Priority | jedi (=
to select the correct information for o | 3
K Date Required 031172009 = Document Date 03/10/2009 &
each line. . .
Warehouse lHQWa[ehnuse -
— Price List standard [
Push the calender buttons ' = to
. 5 2
select the correct dates in the Date ~™*
Required and Document Date Tatal Lines | 0.00
SpOtS. Document Status :|ﬂl\ll'El|!d & Complete

Check the box marked Approved if

the record has been examined and  Figure 5.45 This graphic is a continuation of the Requisition tab shown in Figure 5.44.
approved.

In the Document Status line state if the record
is invalid or valid.

When you want to close the record because itis &= .
no longer needed, check the Processed box. Document Action |[Camplete wi

After you are done filling everything out, click on  “Enerate documents and complete transaction

the Complete button. A Document Action

dialog box will open up. (See Figure 5.46) Use ' % R
this box to select the document action using the

drop down menu and then push the check mark
button «~ .

Figure 5.46 The Document Action dialog box give you the option to complete a record.

Requisition Line Tab

This tab is used to record product specifications,
such as quantity and price.
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Use the drop down menus and
calculator buttons & S
to record the necessary X _C:‘_*"‘ (AP smstestion |5 5
. . Requisition SQUISITION fgao00]l _GardenUser
information. Line Line No =
Purchase 1

. Crders Product M Charge =
Next to the Product line, push Quantity | =] Unit Frice | —=
the Product Information Description |
button . and Chose the one Line Amount o.gn  Purchase Order Line

you wish to requisition. If you
need to remember how to
navigate this dialog box, see
Figure 5.11 and its accompanying explanation.

Figure 5.47 Use Requisition Line to record product specifications.

Purchase Orders Tab Requisition Client Organization
Requisition Purchase Order |
Click on the Purchase e Line No
Ol‘del‘s tab tO IOOk at the gﬁ;ﬁ?” Eusiness Partner Partner Lacation
reqUiSition information. Date Ordered | Date Promised |
Most, if not all of the lines Date Delivered | Date Invoiced |
should already be filled out. Description
i . Warehouse |
Make sure everythlng IS Product | Attribute Set Instance a

correct and change anything
that needs to be.

Figure 5.48 Purchase Orders shows requisition information.

Next to the Attribute Set
Instance line you can push the Product

Attribute Information button | @ | and use the
dialog box to specify essential attributes.
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Create Purchase Order from Requisition

Click on the icon ¥ to open the Create

Purchase Order from Requisition dialog box.
(See Figure 5.49)

This program is used to create and archive
purchase orders using a requisition request.

Using Create PO from Requisition

Use this section to create purchase orders and
archive them for use.

When you click on the icon ## the Create

Purchase Order from Requisition will come up.

(See Figure 5.50)

Use the drop down menus to find specific
information to narrow the purchase order.

In the spots marked Document Date and Date
Required use the calender buttons to select the
correct dates.

Choose the level of urgency using the menu next
to the title Priority.

= pia

- 7= PBf Respanse
Ij Rf Q) Unanswered
~{| PfQ Response
- 7= Requisitign

PO fram Beguisiti

~[ | Open Requisitions
-|T=| Purchase Order
- 7= Material Receipt

Figure 5.49 Click on the icon next to the title
Create PO from Requistion.

Create Purchase Orders from Requisitions

Create Purchase orders from Purchase Requisitions.

Requisition |aggo00_cardensdmin -
Organization | Ho -
Warehouse Ho Warehouse -

Document Date Bl =

Date Required & -
Priority |High v

User/Contact 3
Product ]

Consolidate to one Document

ADempiere

Figure 5.50 Use the Create Purchase Orders from Requisition dialog box to create orders
for specific products. The bottom has been cut off to conserve space.
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When you come to the User/Contact line, push
the open file button to
open the Info
User/Contact dialog box.
(See Figure 5.51)

Info'UserfContact

el e

EMail User 1D Verification Info Fax

\Description  |Comments | Active  |EMail UserFIN Title ‘Birthday
Find a contact by entering

the name, e-mail ID,
verification inform ation, Figure 5.51 The Info User/Contact dialog box is used to find a specific contact related to a client.

and/or fax number.

Click the requery button &  to search for the
contact.

When you find the contact click the check mark
button and the contact will be entered into the Create Purchase orders from Purchase Requisitions.
User/Contact spot provided.

In the Product spot click the Product Info

button | ™ | See Figure 5.11 with its explanation
if you need a reminder on how to use it.

After everything else in filled in, you have the
OptIOI’l of CheCkmg the box marked Consolidate Figure 5.52 Use the check mark to complete the creation process or use the print
to one Document. button to create a hard copy of the information.

When you are done click the start button & star .

Figure 5.52 will come up. Click the check mark
«” or chose to print the information.
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[ ] [ ] [ ]

Open Requisitions 5G9 Requisiin-ia-invalc

- 7= RfQ Topic

7= rfQ
Click on the icon |:| to open the Open -.[™ BfQ Response
Requisitions dialog box. || rfQ Unanswered

|:| Rfd Response
Use this program to create a printable composite - 7= Requisitian
of active requisition requests. Provide as much -4 Create PO fram Requisition
information as possible to narrow the search. ----I_

- 7= Purchase Order
Using Open Requisitions s T oS A

Figure 5.53 Click on the icon next to the title
Open Requistions.

Open Requisitions is used to find, compile, and
print out a document that shows which requisition
requests under each type are currently open.

For example: you can search under a product like
bushes and compile a list of requisition orders

focused on that product. Warehouse |Hg warehouse -~
User/Contact Y
The drop down menu will provide you a list of By e =

warehouses you can pick from. You will be able to
see if a specific warehouse has received and
processed its requisition requests.

Date Required

Push the open file button % to open the Info

User/Contact dialog box. The box is shown on

the next page. (See Figure 5. 55) Figure 5.54 The Open Requisitions dialog box gives you the ability to find and compile a list of
requisitions currently open.
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Use the Info User/Contact dialog box to find
and select a person within a client organization
that you have contact with about |

a product.

"u"erlflcatmn Infn

ame
| . | T
When you f|nd the contact you [U.Iname .KE.\_.-'. :ﬁes;:.ri{:ltiun. |Comments | Active | EMail [UserpIN [Title ;.Ei.rth.déu_,r
are looking for highlight it by
clicking on the name and press
the check mark button o to Figure 5.55 Use the Info User/Contact dialog box to find a specific client contact.
have the name appear in the User/Contact line
on the Open Requisitions dialog box.

EMail User ID

In the Product line push the Product
Information button to open the dialog box. Refer
to Figure 5.11 and its accompanying explanat|on

for instructions on how to use this | GEEeRs S EEEifme =1

dialog box. G g e IR e

& 1:@ |W Summary ﬁr@g [é é{l& 9

If you have the Date Required,
use the calender buttons | = to

. X X ADernplers Open Requisitions Page 1(11) of 3(L3}
put N that |nf0rmat|0n. Parameter: Warehouse = HQ Warehouse
Product = Rose Bush_Rose Bush
Approved Comment  Date Required  Description Dot Action  Document No _ Doc Status  Line Amt Line Description

Push the start button «#s= | to
generate the Open Requisitions
Report.

Figure 5.56 Check the Open Requisitions Report for any anomalies or necessary information.

Use this report to check on the
status of a requisition. Print it out by pressing the

Print button & .
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Purchase Order

Click on the icon

Use this program to
e create a purchase order

describe delivery requirements =

[ J
e set up an invoice
[ J

describe the references and status of the

shipment
define quantities
e show prices

This program also shows
product information in relation
to each other so you can
compare prices and quantities.

Using Purchase
Order

The Purchase Order program
is used to create and process
orders for necessary products.

An explanation of this section is
on the next page.

Chapter 5: Requisition-to-Invoice

™= to open the Purchase
Order section of Requisition-to-Invoice.

ADempiere

=1-(Z Requisition-to-Invoice
- T= BfQ Tapic
- 7= RfQ Response
|] R Unanswered
j Rf(l Response
Requisition
Create PO fram Requisitian
[~ | Open Reguisitions

- 7= Material Receipt

Figure 5.57 Click on the icon next to the title
Purchase Order.

e Faltss t e b e, = iz ]

Eile  Edit

View Go Tools  Window  Help
: ] 7=~ O - @ B = TPEd - B @
' OB <xE SQIvE Ofre FT49 8 FEES AN
Purchase . R
Godit Client | Gardenworld Organization |Ho -
PO Document No | gpogo3 QOrder Reference
il Description i .
Matching = Requisition: 900000
Requisition Target Document TYRe | Pyrchase Order |
Lines Date Ordered 09/24/2008 = | Date Promised 09/24/2008 & |
Order i | — ; T
Tax Business Partner sead Farm Inc. & Invoice Partner \Seeifarm-Seed Farm Inc. -!
Partner Location Small Village |« Invoice Location smal village [+
User/Contact |Henry Seed - Invoice Comtact Hepry Seed -

Figure 5.58 Use the Purchase Order program box to create and process orders. This picture has been cut into pieces to
better show all the information.



Decide the client and

organization you will be Delivery y
buying from. ASSign a Warehouse |Ho warehause =
Document Number to the Priority | Medium =

file and add any description
that will help your company t0  inwicing
reference this document.

¥

Price List grandard i Currency ysp

Company Agent - Discount Printed

Fill out all pertinent
information in the correct i On Credit
lines by using drop down
menus and calender buttons
where provided.

Payment Term |3 Days Met e

Figure 5.59 Select delivery and invoicing parameters using the middle section of the Purchase Order program box.

Use the Business Partner Info & button to find
and select the correct client. See Figure 5.7 and
its explanation if you need to remember how to
use this dialog box.

In the Delivery section, check the Drop
Shipment box if the product is no longer needed
and does not need to be shipped. ? o

The Discount Printed box in the Invoicing
section indicates that any discounts that were . _ . _

. . . . Figure 5.60 Click on the On Credit button to bring up
given will appear on the invoice. the Payment dialog box.

Click on the On Create button to chose the
payment type. On the Payment dialog box, use
the menu to select the payment rule.
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Under the Status section of this program you will
find a button marked Copy Lines. You can use
this button to find and copy the information from
another file. This way you won't have to type in
the same information constantly.

Copy Lines from other Order

Cln:lerf|' -3,
Push the Copy Lines button to bring up the Copy
Lines dialog box. (See Figure 5.61)

Click on the open file button | %, this will open the
Order Info dialog box. (See Figure 5.62) Use this
box to find and select lines from another file to Figure 5.61 Click on the Copy Lines button to bring up the dialog box.
appear in the lines of your

new purchase order. : . ‘OrderInfo™ %
Document N | Business Partner ESEEI:I Farm Inc. & || Sales Transaction
When you have put in a” Description ] Date Ordered B - g
. . Order Reference | Grand Total & - i
the information you have ; Rl . — : : . = . =1
'Business Par... Date Ordered | Document Mo |Currency rand Tota onverted Sales Transa.. Description  |Order Refere.. | ==
IOOk over your document Busi P 8] Ordered _D Mo | C y Grand Total C dSalesT D '_ i Qrder Ref T

to make sure all the
necessary lines are filled
in. Required lines will be
shown in pink until the
correct information has been selected for that
line.

Figure 5.62 Use the Order Info box to find and select a previous record to use in your new document.

Check Document conistency and check Inventory

2

Push the button Prepare to finish your document.

A dialog box giving you an option of things to do

to your document will come up. Leave the menu

showing Prepare and hit the check mark button
“” and move on to the next section.

X1[«]

Figure 5.63 Click on the Prepare button to finish your new record.
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On the PO Line tab, most of the line should
already be filled in. They were

filled out automatically when Purchase Client (oo organization [ =
you used the Prepare button. FO Purchase Order \gpogo3_2008-09-24 00:00:00
Ml-al?;;jng Business Partner sead Farm Inc. Partner Location [small Village =
For this tab, verify the present Date Promised 09/24/2008 (5]  Date Ordered 09/24/2008 =
information and add anything Fequisition Line o 10 @
extra. Use the drop down Order Product |Hoe_Hoe 4 ft n Charge =
Ta Attribute Set Instance a
menus, calculator buttons | @ eseinton

and calender buttons [
when necessary.

Figure 5.64 Select delivery and invoicing parameters using the middle section of the Purchase Order program box.
Make sure all sections are

present by opening them using the open ¥ and
close # buttons.

Purchase Client .Organ'izaiiun Furchase Order Line | Document Mo |Transaction Date .R.eceipt Line |Invaice Line | Quantity Product | Aftribute Set |G
Use the Product Info Order R _ I . _ Er E
. [=ls] Client Crganization | Requisition Line No Description  |Product Quantity  Unit Pricel  Line Amount
and Product Li GardenWorld  HQ 900000_GardenAdmin 10 Hoe_Hoe 4 ft 1 13.50( 13.50]
AttrlbUte Iil bUttonS atchin Client Organization Ta.x Purchase Order Tax Amount,  Tax base Amount Pri(e.includes Tax
to find and select the Requisition LardenWorld  |HQ Standard  B00003_2008-09-24 00:00:00 0.00 13.50
H : Lines
information that e
pertains to this 7ax

purchase order.

Figure 5.65 The last three tabs of the Purchase Orders document have been cut and stacked to show type of information available in

The next three tabs, each one while conserving space.
shown in Figure 5.65,

will be filled out automatically. Use these tabs to
compare and verify information and to figure out
tax amounts for future use.
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° ° 2.3
Material Receipt -l
| | Open Requisitions
_ _ o - 7= Purchase Order
Open the Material Receipt program by clicking on =
the icon "= next to the title. [=] Materal Receipt Details
= Expense Invoice (Alpha
Use this program to - = |nvoice (Vendar)
e create receipts {7 Invaice Batch
e generate an invoice for the receipt AT fatiched Purchase et
e create a conf.ir_mation slip for the vendor | Matehed Tridgices
e record quantities
e find a material in a specific warehouse ) , , _
. . . Figure 5.68 Click on the icon next to the title
e View Conflrmatlons, matched POS, and Material Receipt to start the program.
matched invoices
- - Client ||GardenWarld i Organization |Hg -
USIng Materlal F— Document No . Order Reference .
H Line ey
Recel pt Confirmations RETRIIpR
- - Matched Document Type | jqm Receipt =
The MaterlaIRecelpt POs Movement Date 0311 /2008 = Account Date 031172009 &
SeCtlon IS deSIgned tO :‘:S;:?:f Business Partner & Partner Location =
create and archive User/Contact =
receipts for a material Warehouse |Hg Warehouse - Priority | medium -
that has been ordered. Company Agent ' - . .
Ereight Cost Rule Freight-included -
An explanation on hOW [5] Create lines from Generate Invoice from Receipt

to use this section is

prOVIded on the next Figure 5.69 Use the Material Receipt tab to create and archive receipts for received or shipped materials. Part of the picture is missing
page. to conserve space.
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Material Receipt Tab

Use drop down menus to define spaces such as
client and organization.

Type in manually any other information you feel is
important to include. Be sure to fill out any space

shown in pink. If you don't, you can't move on to

other sections.

Push the calender buttons | = to select the
movement and account dates.

Define the Business Partner by using the

ADempiere

Business Partner GardenUser EF | & | Purchase QOrder | =
Locator Default HO Locator = Inwaice -

v Only from same warehouse

RMA [ |

Figure 5.70 Find a purchase order or invoice you want to copy lines from using the
Receipt .. Create lines from dialog box. Part of the picture is missing to conserve space.

Business Partner Info button & . See Figure __

5.7 for a reminder on how to use this dialog -

box.

Find and copy lines from a Purchase Order
(PO) or Vendor Invoice by pushing the
Create Lines from button. This will open
Receipt .. Create lines from dialog box. (See

Create and process Invoice from this receipt. The receipt should be correct and
completed.

Generate Invoice from Receipt will create an invoice based on the selected receipt and
match the invoice to that receipt. You can set the document number only if the invoice
docurment type allows to set the docurment number manually.

Price List ‘standard |-
Figure 570) Invoice Document No :
You can chose to create an invoice for the
vendor by pushing the Generate Invoice - X |«
from Receipt button. Select the price list type
and create an Invoice Document No. Push Figure 5.71 Use this dialog box to generate and invoice from the receipt you are working on.

the check mark when you are done " .
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To create a confirmation for the documents _
you are working on, push the Create Vil Create Confirmation — [
Confirmation button. This will cause the Create Confirmations for the Document
Create Confirmation dialog box to appear. (See
Figure 5.72) Use the drop down menu
provided to select the type of confirmation you
want.

The confirmations Eenerated need to be processedd {confirmed) before o Carl
process this docwmernt

Confirmation TYPe |vendar Confirmation |

Check the box labeled In Transit if you have
not yet received the product but it has been % [« '
confirmed as being shipped. |

The In DiSPUte box is checked when the Zl"g/urebs.72 Chose what type pf confirmation you want to create with the Create Confirmation
document's status is uncertain. You can use alog box.
Requests to track the details.

When you are done with this section push the
Complete button. The Document Action dialog
box will appear. Use the drop down menu to chose
what you want to happen to the document. Generate documents and complete transaction

Document Action ,_'C amplete a

Receipt Line Tab : %ﬁﬂ

The Receipt Line tab is used to find and

document the product. Some information should

al ready be filled out. (See Fig ure 5. 74) fég;lq;e/efé?; Finish the Material Receipt tab by selecting the Document Action

Use drop down menus to select the appropriate
information for each slot.
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Put in Line Number
_and Qua!—]tlty ) Eat.ifll Client |cardenWorld Organization [y
information using Receipt [10000511_2009-03-11 00:00:00
the calculator ~ L':_E - Line No 10 @
antirmations
buttons & . Froduct @ | Attribute Set Instance ®
Matched Lacator |pefault HQ Locator s
The Product Info o T
Matched £
M and Product faruiies
Attribute Info

i buttons will Figure 5.74 Use the Receipt Line tab to to find and document a product. Part of this picture is missing to focus on the important aspects.
help you find and

select necessary data. See Figures 5.11-5.15 with
its accompanying explanation if you need to

review how to use these dialog boxes. Locator [Default G Locatar =]
Find a specific product in a warehouse by pushing Create New Record
the Locator button % and using the dialog box Warehouse HQ Warehouse
to search for it. (See Figure 5.75) Aisle 00 |0
Bin if) 0

The drop down menu at the top of the dialog box
tells the locator where to look. This locator is set Level (Z) 0
to look only in the HQ Warehouse. Type in the

Aisle, Bin, and Level to specify where the product
can be found. a v

&key Default HO Locator

To create a completely new record, check the
Create New Record box. All the information will Figure 5.75 The Locator is used to find @
be cleared and you can start from scratch. product in a specific spot.
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When you are done with the Locator dialog box,
press the check mark button and the data will be
entered into the record. Check the Locator slot
on the Receipt Line tab to confirm that the
information is correct.
The last three
tabs in thls Material lflient .Organ.izatiun REu:eipt tine Ship.fReu:e.iptCunfi.rmatiun .Ship.fRece'iptCcunfirmation L.i.ne Cunfirmation Mo . Target Quantity Con&
section should el : =
be mOStIy ﬂ”ed R_E'IEiF'T Client  Organization |Receipt Line | Document Me [Transaction Date |Purchase OrderLine |Invoice Line Quantity Product  |Attribute 5 &
a|ready. They Client | Qrganization | Receipt Line Document Mo | Transaction Date | Invoice Line Quantity Product [ Attribute Set Instance

were filled out
automatically
when you
entered data in
the Material
Receipt and Figure 5.76 The last three tabs have been cut and spliced together to conserve space and show they are set up the same way.
Receipt Line

tabs.

Data on the Confirmation tab was created when
you pushed the Create Confirmation button on
the Material Receipt tab.

Matched POs shows the Purchase Order lines
that match to the Material Receipt lines.

The Matched Invoices tab shows the Invoice
lines that match to the Material Receipt lines.
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s Mater?al Rece?pt
Material Receipt Details ST D>

<= Invoice (Vendor
Open the Material Receipt Details program by 7=/ Invoice Batch

clicking on the icon |:| next to the title. 7= Matching PO-Receipt-Invaice

Use this program to create a printable report that Figure 5.77 Click on the icon next to the title
shows those products that have been received Material Receipt Details to start create a report.
and have receipts. This print out will tell you who
sent the product, where you can find it and when
it was sent/received.

The report provides Material Repecipt Header and Line with locator information.

Warehouse [How =
Using Material Receipt Details - A Eee_ =
usiness Partner |GardenAdmin BP | &

Movement Date | B - [

The Material Receipt Details report is designed
to create a printable report showing information
on products your company has received.

Use tlﬁ drop down menus, Business Partner Figure 5.78 Use the Material Receipt Details dialog box to create a printable report.
Info & button, and calender i ; ; ; enWorld: g i -

buttons = to specify the Eew H—.-. Toals ﬂlp S

parameters Of the prOduct _‘_ |1: @ Drill: | v Material Receipt Details w [ | Summary @}{: 'l;%’ [é 'L_- E@& 9

detailed in the receipt. : — =l
od 5 FiDernpieres Material Receipt Details Page 1(1,1) of 8{1.8)

Press the Sta rt bUtton \fi*St £ Parameter: Warehouse = HQ Warehouse

to see the report. (See Flgure Business Partner = GardenAdmin 8P

5.76) Print the report if you Document No _ Line No Acct Date  Activity X Approved Attribute Set  Attribute Set Instance ¥ Business Partner
are satisfied with the form.

Figure 5.76 Look at the printable report and use it if it is satisfactory.
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