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PURCHASE ORDER

OVERVIEW OF PURCHASE ORDER WORKFLOW AND IMPLICATIONS

The purchase order module ties together accounts payable and inventory. Although the inventory
module can be used without the purchase order module, dual entry would be required to record
the accounts payable invoice and record the receipt of inventory. In addition, the purchase
order module allows you to keep track of items currently on order.

Purchase orders are entered into the system to record purchases in progress. Entering a
purchase order DOES NOT create any postings to accounts payable, inventory or the general
ledger. A purchase order is effectively a memo although you can inquire from inventory and see
what items have pending purchase orders.

When the inventory items are received, they are recorded through receipt of goods. If the invoice
is received at the same time, the invoice may be recorded and updated to accounts payable thus
creating a one step process. If the invoice is not received, it can be subsequently recorded via
receipt of invoice.

If you do receipt of goods and receipt of invoices as a two step process you will create a balance
which is called purchases clearing. Understanding and keeping track of purchases clearing is
extremely important.

WHAT IS PURCHASES CLEARING?

Simply put, purchases clearing is accounts payable for inventory which you have received the
goods but not yet received the invoice from the vender. This would be the case if you did a
receipt of goods without specifiying the vendor’s invoice.

If inventory worth $1,000 is received but the invoice is not yet entered, the following entry will be
posted:

Inventory $1,000
Purchases Clearing $1,000

When the invoice is received and record through receipt of invoice the following entry is posted.

Purchases Clearing $1,000
Accounts Payable $1,000

Running the purchases clearing reports (found in purchase order | period end) will give you a
listing of what is in purchases clearing at the time it is run. For versions 4.3 and prior run the
purchases clearing report by item. For later versions any of the purchases clearing reports
should balance to the general ledger..
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PROBLEM: Your CPA wants to know what is in the balance of purchases clearing. The
purchases clearing report by item is only good for the moment in time it is printed. It cannot be
printed as of December 31 and even if you print it on December 31, the information will change
as you post more receipt of goods or invoices to your system.

TRAP: Ignoring the balance in purchases clearing and then accruing the invoices through
accounts payable invoice data entry. Doing this will result in double recording cost of goods sold.

TRAP: Making a general journal entry to zero the purchases clearing account ledger account
and crediting your cost of goods sold. This will result in an understatement of payables and cost
of goods sold (and a higher tax bill).

TRAP: When setting up your product lines general ledger accounts, users often supply cost of
goods sold as the purchases clearing account. Doing this will send a credit to cost of goods sold
and understate it. Make sure that an accounts payable account is used. (Theoretically, you
could do this then do a manual accrual of the invoices, but be careful not to double up your
invoices).

TRAP: Recording inventory receipts through transaction entry in inventory management will
bypass the purchases clearing report, but will post to the general journal purchases clearing
account causing the reports not to agree.

GOAL: Make purchases clearing have a zero balance at the end of the year.

Since purchases clearing is really just accounts payable, don’t do period end of accounts payable
immediately.

Make sure that when you do a receipt of goods without an invoice, that when you later do the
receipt of invoice that you post to the same G/L date as when you did the receipt of goods.

This should make the G/L balance —0- at the end of a given month once all invoices have been
entered. Note that the purchases clearing report by item is unlikely to ever be totally empty, but
you can make the general ledger account zero out.

TRAP: Not reviewing the purchases clearing report by item periodically to clean up old items. It
is not uncommon to have a vendor send you more or less than what was on your original
purchase order. A purchase order will not clear out of the system until the amounts ordered,
received and invoiced match.

CLEANING UP HANGING PURCHASE ORDERS- BRUTE FORCE METHOD

If you have a large number of older purchase orders which are clearly not valid (a year or more
old) you can use purge obsolete purchase orders to delete old unfinished purchase orders.

In version 4.4, this utility is on the purchase order | utilities menu.
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il Purge Obsolete Purchase Orders (TST) 9/13/2010 L
- Sam—— |

Remove Obsolete Purchaze Orders Dated onor Before 12/31/2009 :

Selections
Select Field Operand Walue
i Purchase Order Number I
||
H
i H
L - | —" —
Prior to 4.4, this function is found in the period end processing function.
M P/O Period End Processing go——=-r
Period End Option
) Full Period End Processing l
) Full Period and “ear End Pracessing
) Purge Completed Purchase Orders "
: ) Purge Expired Master/Repeating Orders
|| ) Purge Completed or Cancelled PO Recap
1 @) Purge Obsolete Purchase Orders
||
|
|
Purge Obzolete purchaze orders entered
| before a specified date:
I
1
|
N Cancel
|
I Select period end option TOM | WrZ 9/15/200
5 /O Period End Processing [
Purge Obsolete Purchase Orders
Furge obsolete purchase orders entered
before this date:
|
ke — —
TIP: If you use this method you must make an appropriate entry via general journal to adjust

the balance of the purchases clearing account.

CLEANING UP HANGING PURCHASE ORDERS- SELECTIVE METHOD

If you need to be more selective in clearing old purchase orders, the method is dependent on the
specific situation. First select the specific purchase order in purchase order entry:
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Situation #1 - Quantity ordered is more or less than the amount received and invoiced.

Edit the amount ordered in the purchase order.
Situation #2 - Quantities received is different than the quantity invoiced.
Verify the quantity you have actually received. If incorrect adjust it through receipt of goods.

If that does not resolve it, talk with your vendor and have them issue a corrected invoice or credit
memo.

COMPLETED ORDER SHOWS AS NOT BEING COMPLETE

Occasionally you may have a purchase order that shows all items (order, received, invoiced) as
being equal and yet it still does not show as complete.

The trick here is to trip the routine that changes the status.
Open up the purchase order and change the ordered quantity of any line to a different value.
Save the purchase order. Reopen the purchase order and change the ordered quantity back.

Save the purchase order. Reopen the purchase order again. The status should have changed to
complete.

DROP SHIP ORDERS = CAUTIONS

In Sage 100 you can mark items on sales order invoices to be drop shipped. This means that the
vendor will send these items directly to you customer.

Drop ships wll not show as having flowed through your onsite inventory in Sage 100.

TRAP: If you mark a sales order to be drop ship, you must make sure that the corresponding
purchase order is also of type drop ship. This is one of the options for order types on the header
tab.

A drop ship order does not allow for receipt of goods. It will only have a receipt of invoice.

If you forget to mark the sales order drop ship, the items will be pulled from inventory, however,
remember that you never received it into inventory.

Alternatively if you make a purchase order a standard purchse order, it will be received into
inventory but it will never be pulled from inventory during the drop ship sale.

Sage 100 Tips and Tricks (revised 7/18/16) Page 5



DATA ENTRY DEFAULTS

At the top of the Purchase Order Entry is the Defaults button. Use this to set default values for
various items. The defaults are saved by a combination of the workstation and the user.

ﬁ. Default Values for Purchase Order Entry | ? i‘j—l

Mert Order Hurmber

Order Date 1042542011 j

Order Type [ Standard Order -

Required D ate 1042642011 :

Ship-To Address 0000 Q% DEFAULT PURCHASE ORDER ADDRESS
Warehouze 000 Ck balM WAREHOUSE

Privt Purchase Order [+

Ship Via Q,

FOB

| ok | Cancel | @]

TIP: Make sure you set all defaults that are appropriate or you may get unexpected defaults.

SPECIAL ITEMS

Do you have a one time inventory item that you special ordered for a customer and don’t really
want to set up an inventory item to track it?

Enter your item code preceded by a *. For example *ABCSPECIAL. This is also available in
sales order as well.
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AUTOMATIC REORDER

You can have Sage 100 automatically create purchase orders for you based on rules for
reordering established by you.

Once you have established your criteria for re-order, use Auto Reorder Selection under Purchase

Order | Main to generate purchase orders. Do not confuse this with Auto Generate Orders
Selection which lets you generate orders based on sales orders.

Version 4.4

} ;LV * Item Maintenance (ABC) 9/13/2010
e nance

Item Code | 1001-HON-H254 44 b P E
I| Description HON 4 DRAWER LETTER FLE W/0 LK. =
1Man | 2pddional | 3Gueniy | 4 Hstoy | 5 Tiansactons | 6 .Owdeis | ZCostDetal |
Unit of Measure
Productline WFtA @, WORKSTATIONFURN&ACCES  Standad EACH Q@
Praduct Tune [ Ciistiad Gaad ‘wdeiht O a
‘ i Reorder Maintenance =68 X
| _ =
A hemCode  1001-HON-H254 HON 4 DRAWER LETTER FLE W/0 LK Standard U/M EACH
il
Py Whse| Desc BinlLocation Reorder Method |Economic Ord Oty Reorder Point Qty | Min Order Gty | Max On Hand Gty| ?y -
D 1 [%j CENTRA E-300-30  Economic Gty 100.00 50.00 £0.00 300.00
P4 2 001 |EASTW:E-300-30  Max Stock Level 20.00 10.00 10.00 50.00
W 3 002 |WEST'Ww E-300-30  Max Stock Level 10.00 5.00 5.00 20,00
4 097 |RETURMN None .00 .00 .00 .00
SH: 5 098 |SCR&PY Economic Qty .00 .00 .00 .00
|| 6 |099 |REPAIR None .00 00 00 00 I
L
I
. Economic Order Quantity Reorder Point Quantity Minimum Order Quar\tily Maximum On Hand ngntity f
Totals 130.00 £5.00 75.00 370.00
- @i
) BN
a5 ——

The following is extracted from the Sage 100 help files.
Select the reorder method.

e Select Economic Quantity to reorder by the most economic quantity. If the
available quantity falls to or below the reorder point, the recommended reorder
amount is the quantity entered at the Economic Qty field.

o Select Maximum Stock Level to maintain an available stock level that does not
exceed a set maximum. If the available quantity falls to or below the reorder
point, the recommended reorder amount is the difference between the maximum
on-hand amount and the quantity available.

o Select Reorder Point to maintain the available quantity at the reorder point. The
recommended reorder quantity is the difference between the reorder point and the
quantity available.

e Select None when no record exists for the warehouse.
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The reorder method is used to generate a recommended reorder quantity on the Inventory
Reorder Report. The recommended reorder quantity is based on the actual quantity
available (the on-hand quantity increased or decreased by the quantity on sales order, on
purchase order, on work order, and required for work orders, and on back order) and your
entries at the Economic Qty, Reorder Point Qty, Min Order Qty, and Max On Hand Qty
fields. This field is available only for the default warehouse if the Require Multiple
Warehouses check box is selected and the Reorder by Warehouse check box is cleared in
Inventory Management Options.

Economic Qty

Type the number of the most economical order quantity for this item, or click the
Calculator button to enter an amount using the calculator. This amount is the quantity
normally reordered when the available stock falls to or below the reorder point. This field
is available only for the default warehouse if the Require Multiple Warehouses check box
is selected and the Reorder by Warehouse check box is cleared in Inventory Management

Options.

Reorder Point Qty

Type the minimum available quantity at which to reorder this item, or click the
Calculator button to enter an amount using the calculator. As an aid to purchasing, you
can print a report showing every item for which the available quantity is at or below its
reorder point. This field is available only for the default warehouse if the Require
Multiple Warehouses check box is selected and the Reorder by Warehouse check box is
cleared in Inventory Management Options.

Min Order Qty

Type the minimum quantity to reorder at one time, or click the Calculator button to enter
an amount using the calculator. If a minimum order quantity is entered, the recommended
reorder quantity is never less than the minimum order quantity, regardless of the reorder
method. This field is available only for the default warehouse if the Require Multiple
Warehouses check box is selected and the Reorder by Warehouse check box is cleared in
Inventory Management Options.

Max On Hand Qty
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If Maximum Stock Level is selected at the Reorder Method field, type the maximum
level for this item, or click the Calculator button to enter an amount using the calculator.
You must type an amount that is as large as, or larger than, the amount entered at the
Reorder Point Qty field plus the smallest order quantity you would ever order.

If Economic Quantity or Reorder Point is selected at the Reorder Method field, type a
quantity that will print on the Inventory Reorder Report. This field is available only for
the default warehouse if the Require Multiple Warehouses check box is selected and the
Reorder by Warehouse check box is cleared in Inventory Management Options.
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GENERATE PURCHASE ORDERS FROM SALES ORDERS

You can generate purchase orders automatically from a selected group of sales orders.
Information from the selected sales orders is copied to the new purchase orders. The new
order number and order date information is written to the relevant sales orders.

The quantities ordered can be based upon three options:

o Select Sales Order Quantity to set the ordered quantity on the purchase order to
equal the quantity entered on the sales order.

o Select Quantity On Hand to order only the quantity you actually require, based on
the quantity on hand and outstanding orders. This option sets the ordered quantity
to be equal to the result of the following equation: the ordered quantity on the
sales order minus the quantity on hand and the quantity on purchase order.

o Select Reorder Quantity to use the item's reorder method selected in the Item
Warehouse file.

il P/O Auto Generate Orders Selection (ABC) 10/11/2011 =
Sales Order Types to Generate From
Al Types Back Orders taster Orders
Standard Orders | Quotes Repeating Orders
Select Orders on Hold v Add 50 Main Comment to PO kain Comment
Add Salez Order Custormer Detail az a Comment Line
Ihelude Sales Order Cormment Lines | Mone - |
Summarize Multiple [tems by Line Base Order Quantity On | Sales Order Quantity |
Summarize Drop Ships by Primary Vendaor Update Unit Cost ‘ith | Standard Default - |
Select Fiald Operand alue
Sales Order Mumber all -
Sales Order D ate All -
Custamer Mumber all -
S alesperson All -
SO_CUSTPO all -
[ Procesd [ Lancel m

INSURING THAT INVENTORY RELATED VENDOR INVOICES ARE POSTED THROUGH
PURCHASE ORDER

A common mistake is that inventory related invoices are posted through accounts payable
invoice data entry. The problem here is that inventory will not be updated.
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On a vendor by vendor basis you can force invoices to be entered through purchase order
receipt of goods/invoice by checking this box in vendor maintenance.

ﬁa Vendor Maintenance (ABC) 9/13/2010 ‘
Vendor No.  01-AIRWaY 4 4 bl B , py From.. |
Name Airway Property
1. Main ] 2. Additional ] 3. Statistics I 4. Summary I 5. History I E. Invoices IZ,Transaclions] 8.Checks ] 9. P/0s ]
Data Entry
GAL Account 555-00-03 (% < gse P/0 Receipt of Invoice Entry for this Yendor ﬁ
Rent Primary Pur %—
Separate Check &
1093 Form
Vendor Type
Default Form None v
Comment Taxpayer ID No.
oG Default Box No.
Sort AIRWAY
Batch Fax ‘;‘ 77

(€3] [ Accept I Cancel I Delete A:
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