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Purchase orders can be used for both physical items and financial transactions. Because of this there are three posting options: receipts, invoice, or both. These options allow you to record transactions at different points in time. 

Purchase quotes, blanket orders, and drop shipment orders are also available, but not discussed in this document. 

This document also assumes all the necessary posting group and inventory (if applicable) set up has been completed.
Creating a Purchase Order
1. In the Search box, enter Purchase Order, and then choose the related link.
2. In the Home tab choose New in the New group.
3. On the General FastTab complete the following information.
1. In the Purchase Invoice window, fill in the No. field. If your system set up is set to auto number, then move your cursor to the next field and the number will be assigned. 
2. In the Buy-from Vendor No. field, enter the number of the vendor. The remaining address and contact information pulls from the vendor card. 
3. In the Posting Date field, enter the date that you want to appear on the posted entries.
4. In the Order Date field, enter the date the order was placed on. Optional.
5. In the Document Date field, enter the date of the vendor’s original invoice. The invoice due date and the payment discount date are calculated from this date.
6. The Quote No. field will populate only if this order was converted from a quote.
7. In the Vendor Order No. field enter the vendor’s order number for this purchase. Optional.
8. In the Vendor Shipment No. field enter the vendor’s shipment number for this purchase. Optional.
9. Order Address Code. Optional. When you order items they are not always shipped from the same address on the invoice. When you set up a purchase address, invoices and credit memos, you can choose alternate address codes. The code is set up first on the vendor card. 
10. In the Purchaser Code enter the code for the person responsible for the order. Optional. Pulls from the vendor card if set up. 
11. In the Responsibility Center enter the code for the area responsible for the order. Optional. Pulls from the vendor card if set up. 
12. In the Assigned User ID field enter the code for the person responsible for the order that may or may not be different from the Purchaser Code. Optional.
13. Allocation Code. Enter an allocation code for this order if applicable. Can be assigned on the vendor card. 
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4. On the first invoice line, 
1. In the Type field, select the appropriate line type.
2. In the No. field, enter the appropriate number.
3. In the Global Dim 1 field enter the code if applicable. (If this is the first purchase order, you will need to choose this column. The actual field name will be the name of your actual company’s global dim 1.)
4. In the Global Dim 2 field enter the code if applicable. (If this is the first purchase order, you will need to choose this column. The actual field name will be the name of your actual company’s global dim 2.)
5. In the Quantity field, enter the quantity to be purchased.
6. In the Unit of Measure field, enter the appropriate code.
7. In the Direct Unit Cost Excl. Vat field, enter the appropriate amount. Amounts should be as per unit based on the quantity and unit of measure—cost per each item.
8. In the Tax Group Code, enter the appropriate code.
9. The Line Amount Excl. VAT will auto calculate the line total taking Quantity multiplied by Direct Unit Cost Excl. Vat. 
10. Repeat for remaining lines.
11. There are other columns that are optional. You can add or remove columns based on your individual needs. 
5. Review the Invoicing tab. Default information listed on this tab is pulled from the Vendor card. Some information can be overridden. Fields not set up on the Vendor card can be entered at the time the purchase order is created. 
6. Review the Shipping tab. Default information listed on this tab is pulled from the Vendor card. Some information can be overridden. Fields not set up on the Vendor card can be entered at the time the purchase order is created. 
7. Close the document or click on the OK button in the lower right hand corner. 
Releasing a Purchase Order
Releasing the purchase order shows that it is ready for the next step in the process. While it is not necessary to release the order before posting, invoice discounts and other calculations are not performed until you release the order. 
Releasing a Purchase Order
1. In the Search box, enter Purchase Invoice, and then choose the related link.
2. Select the order you would like to release. 
3. On the Actions tab, Release group, select Release.
Reopen a Released Purchase Order
1. In the Search box, enter Purchase Invoice, and then choose the related link.
2. Select the order you would like to reopen. 
3. On the Actions tab, Release group, select Reopen.
Printing or Previewing a Purchase Order
4. In the Search box, enter Purchase Invoice, and then choose the related link.
5. Select the order you would like to print. 
6. On the Home tab, Process group, select Print.
1. Enter the number of copies
2. If you would like your companies address to print on the purchase order check the box for Print Company Address.
3. Select Print to print the document or Preview to view it on your screen. 


Entering Receipts against a Purchase Order
Received in Full
Note: These instructions assume the receiving and the invoicing functions are separate.
1. In the Search box, enter Purchase Invoice, and then choose the related link.
2. Highlight the purchase order. From the Home tab, Manage group, select Edit.
3. Update to the Posting Date if applicable. 
4. Update the Document Date if applicable.
5. Update any other optional header field per your company policies and procedures.
6. Review the quantities with your paperwork to ensure the order is received in full. 
7. It is okay at this point to update unit pricing if you know about them. Otherwise, final price changes will be entered when the vendor invoice is applied. 
8. Run a Test Report if desired. On the Actions tab, Posting group, select Test Report. 
9. Post or Release the document 
1. Post. Document posts without printed documentation. (Found on both Home and Actions tabs)
2. Post and Print. Document posts with transaction printout. (Found on both Home and Actions tabs)
3. Release. This marks the document as released and available for batch processing. (Found on the Home tab only)
4. When you post you will always be given three options: Receive, Invoice, and Receive and Invoice. Select Receive. Note: These instructions assume the receiving and the invoicing functions are separate. If they are not, a vendor invoice number will be required in the header and you would choose Receive and Invoice. 
10. Ok
Partial Receipt
Note: These instructions assume the receiving and the invoicing functions are separate.
1. In the Search box, enter Purchase Invoice, and then choose the related link.
2. Highlight the purchase order. From the Home tab, Manage group, select Edit.
3. Update to the Posting Date if applicable. 
4. Update the Document Date if applicable.
5. Update any other optional header field per your company policies and procedures.
6. In the Qty. to Receive column for the line you are working with, update the number to the actual number received. 
7. It is okay at this point to update unit pricing if you know about them. Otherwise, final price changes will be entered when the vendor invoice is applied. 
8. Run a Test Report if desired. On the Actions tab, Posting group, select Test Report. 
9. Post or Release the document 
1. Post. Document posts without printed documentation. (Found on both Home and Actions tabs)
2. Post and Print. Document posts with transaction printout. (Found on both Home and Actions tabs)
3. Release. This marks the document as released and available for batch processing. (Found on the Home tab only)
4. When you post you will always be given three options: Receive, Invoice, and Receive and Invoice. Select Receive. Note: These instructions assume the receiving and the invoicing functions are separate. If they are not, a vendor invoice number will be required in the header and you would choose Receive and Invoice. 
Processing an Invoice against a Purchase Order
Note: These instructions assume the receiving and the invoicing functions are separate.
1. In the Search box, enter Purchase Invoice, and then choose the related link.
2. Highlight the purchase order. From the Home tab, Manage group, select Edit.
3. Update to the Posting Date if applicable. 
4. Update the Document Date if applicable.
5. Enter the Vendor Invoice No. This number must be unique to this vendor. Duplicates will not be allowed. 
6. On the document lines, review the Qty. to Invoice column. If the line has been fully received no further action is required for the quantity. If there was a partial receipt, update this column with the quantity to invoice per the vendor invoice you are processing. 
7. On the document lines, review the Direct Unit Cost Excl. VAT column. Update any pricing required. Your company may have policies and procedures surrounding the change of pricing. Please see your Accounting Department with any questions you may have. 
8. Run a Test Report if desired. On the Actions tab, Posting group, select Test Report. 
9. Post or Release the document 
1. Post. Document posts without printed documentation. (Found on both Home and Actions tabs)
2. Post and Print. Document posts with transaction printout. (Found on both Home and Actions tabs)
3. Release. This marks the document as released and available for batch processing. (Found on the Home tab only)
4. When you post you will always be given three options: Receive, Invoice, and Receive and Invoice. Select Invoice. Note: These instructions assume the receiving and the invoicing functions are separate. If they are not, a vendor invoice number will be required in the header and you would choose Receive and Invoice. 
Purchase Credit Memos
1. In the Search box, enter Purchase Credit Memos, and then choose the related link.
2. In the Purchase Credit Memos window, on the Home tab, in the New group, choose New.
3. On the Purchase Credit Memo Card, fill in the No. field. In the Buy-from Vendor No. field, enter the number of the vendor to whom you returned the items.
4. If you want to post the credit memo to a different vendor than the one specified on the General FastTab, enter the number of that vendor in the Pay-to Vendor No. field on the Invoicing FastTab.
5. In the Posting Date field, enter the posting date.
6. If the purchase credit memo will be applied to an invoice that has already been posted, fill in theApplies-to Doc. Type field and the Applies-to Doc. No. field on the Application FastTab.
7. On the credit memo lines, enter information about the items that you have returned. You can either fill in the lines manually, or, if you want to copy information from other documents, you have two options for filling in the lines automatically:
· You can use the Copy Document batch job to copy an existing document to the credit memo. Use this function to copy the entire document. It can be either a posted document or a document that is not yet posted. This function only reverses costs exactly when exact cost reversing is set up as mandatory in the purchases and payables setup.
· You can use the Get Posted Document Lines to Reverse function to copy one or more posted document lines from one or more posted documents to the new credit memo document. This function’s purpose is to allow you to exactly reverse the costs from the posted document line. This function always exactly reverses the costs from the posted document line, regardless of whether exact cost reversing is set up as required in the purchases and payables setup. 
When you use either of these functions, and, in the case of the Copy Document batch job, when you have also set up exact cost reversing as mandatory in the purchases and payables setup, the original item ledger entries in the Appl.-to Item Entry field are linked to ensure that the costs are copied from the original posted document. 

If the line has item tracking, Microsoft Dynamics NAV cannot provide exact cost reversing, because the reservation is not available from the purchase credit memo document. You can use the purchase return order for exact cost reversing of an item-tracked line.
8. If the credit memo will be applied to a specific posted invoice, you can open that invoice in the Posted Purchase Invoices window.
9. Post as required. 
Processing a Vendor Credit Memo against a Purchase Credit Memo
The steps are the same as Processing an Invoice against a Purchase Order.
Closing Open Purchase Order
After a while you may find there are open purchase orders that are lingering out there and you want to clean them up. If the receiving and invoicing functions are separate, it is a good idea for users from both areas to be involved. Verify that all transactions needed have been recorded against the open purchase order—all receipts have been processed and all invoices have been processed. If this is the case, delete the open purchase order. This does not delete the recorded receipts and invoices against the purchase order; it simply removes the purchase order from the open list so no further transactions can be processed against it. 

For further information contact Vertex Support at (800) 536-3427 or support@vertexsystems.com. You can also search the HELP files by searching “Process Purchases” or visit the Microsoft Dynamics NAV library at http://msdn.microsoft.com/en-us/library/hh173692(v=nav.71).aspx
Vertex Systems, 460 Polaris Parkway, Columbus, OH 43082 

Page 4


image1.png
Bl o oo wvor oo

e N oA of Dol B | Bon
(& Civen BdEs [yS—
=) S o P Potand S
Xodete Tseng nes prit. [ Create tnventory Put-avey / Pick..
010004576
Gl 7
- e[ oduoss I

Bufrom vendor o 5 ooamentDae: 177200 B
Buyfrom Contact o, S vendorOrderto:

‘Buy-From Vendor Name: — ‘Vendor Shipment No.

suphonary e

BupfiomstatejZPCode: [ Alocston Code: =
Posting Description: [orderoroooesze Status: [Open

Postig Date: D

Lies

[ Une ~ ¢ Functions ~ [ order - M Fnd  Fter T Clear Fiter

we GsTST  ssaroton o esciton [
| _'IJ
Imvocig I 5
shpprg s -8
Foresn Trade o

ProoaEnt o "




image2.jpg




