	Vertex Systems 
AP-Standard Purchase Codes
	[image: ]



Standard Purchase Codes
Use standard purchase codes when you regularly create purchase orders or purchase invoices with the same lines for one or more vendors. You can set up any number of standard purchase codes, and each of them can consist of any number of standard purchase lines. You then specify which standard purchase codes are applicable for which vendors.
When you create purchase document (order, invoice, or credit memo) for a vendor to which you have assigned a standard purchase code, you can use the Get Standard Vendor Sales Code function to automatically insert the purchase lines that you set up for the code.
Creating a Standard Purchases Code
1. For standard purchase codes, in the Search box, enter Standard Purchase Codes, and then choose the related link.
2. On the Home tab, in the New group, choose New.
3. On the General FastTab, fill in the relevant fields, and then, on the Lines FastTab, enter code on one or more lines.
4. Repeat these steps for each code you want to set up.
Applying a Standard Purchase Code to a Vendor
1. In the Search box, enter Vendors, and then choose the related link.
2. Open the relevant vendor card that you want to assign one or more codes to.
3. On the Navigate tab, in the Purchases group, choose Std. Vend. Purchase Codes.
4. Insert a new line. In the Code field, select the appropriate code, and choose the OK button to assign the code to the vendor.
5. Repeat these steps for each code that you want to assign to the vendor.
Using a Standard Purchase Code on a Purchase Order or Purchase Invoice
1. In the Search box, enter Purchase Order (or Purchase Invoice) and then choose the related link.
2. [bookmark: _GoBack]Choose the relevant Purchase order. 
3. On the Actions tab, in the Functions group, choose Get Std. Vend. Purchase Codes.
4. In the Standard Vendor Purchase Codes window, select the line with the desired code, and then choose the OK button to insert the standard purchase lines in the purchase order or purchase invoice..

For further information contact Vertex Support at (800) 536-3427 or support@vertexsystems.com. You can also search the HELP files by searching “Standard Purchase Codes” or visit the Microsoft Dynamics NAV library at http://msdn.microsoft.com/en-us/library/hh173352(v=nav.71).aspx
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