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How to Use the Purchase Order System

Description

Stand Alone System
FileMaker Solution

Function

Copyright

June 13, 2003

This Purchase Order system is an integrated system
containing information for vendors and purchase
orders.

This Purchase Order system is a shareware product
produced using FileMaker Pro. Products developed with
FileMaker Pro are called solutions.

This solution was designed to provide a means of
producing purchase requisitions, tracking the
purchasing process, and maintaining a history of the
results.

The Purchase Request system was developed by
Management Planning Systems of Eugene, Oregon,
who own the rights to the system. The files may be
copied and used for up to 30 days on a trial basis demo
to determine if you would like to purchase this system.
However, the system may not be routinely used without
the written permission of Management Planning
Systems. The system is distributed and used in accord
with the standard MPS Software License as shareware
for $29.95.

Management Planning Systems

174 East 16th Street

Post Office Box 1968

Eugene, OR 97440

541-484-1004

e-mail 103231.3345@compuserve.com



PO Cross Reference

The purchase request cross reference tab opens a screen
displaying POs for any selected vendor.
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Edit Vendor Data

Change a Record

Delete a Record

June 13, 2003

The vendor data can be changed in either the form or
list views. To change the data, place the cursor in the
field and delete or type in the required data. For

example; to change Basin Ref. to Basin Refrigeration.
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Place the cursor after the period in Ref., backspace and
type the remainder of the word.

Yendor Information

Co mpany |B asin Refrjgeratimn |
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Vendor records can be deleted in the form or list views.
To delete a vendor record place the cursor into any field
in the record and then select Delete Record from the
menu bar.
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Other Support Tables

A dialog box will appear asking verification of the
delete.

i Permanenthy deiete this ENTIRE record?
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To delete, select the Delete button. Caution: Undo does
not work with Delete.

There are six additional support tables. The existing
data in these tables can be printed, edited, new records
created, or records deleted using the functions described
above for the vendor table. Below is an example of the
Accounts table.
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Toggle View
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Each of the support tables contains a Toggle View
button located in the menu bar.
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List dew Fecord

Clicking on this button will provide an additional view
of the data. In this view, the title bar above each data
field becomes a sort button. In addition, the actual
name of the field is displayed in the title bar. This can be
very helpful when attempting to import data as the
name of the import filed must be identified.
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PO Data Entry

Three Screens

There are two data entry screens, the Purchase Order
screen and the Tracking screen and the Vendors screen.
To develop a new PO click on the Purchase Order button
on the main menu and the following screen should
appear.
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New PO & Title

Auto Entry

WO Number

Date

Date Required
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To develop a new PO click on the New PO button and a
new blank screen will appear.

The PO number is assigned automatically. The
company name and division is in the right upper corner
of the PO screen. The Division, Manager, Procurement
officer, Comptroller, and CEO names are filled in
automatically from the setup screen. These can be
changed on each individual PO if so desired. This
change can be accomplished by typing directly into the
selected field.

The work order number provides an additional means
of tracking specific purchases.

The date is automatically inserted from the date in the
computer. This date can be altered manually.

The date required field is entered manually.



Account Number

Vendor

Originator

June 13, 2003

The account number is selected from a pop-up menu. In
order for the accounts to appear in the pop-up list they
must be placed into the account file in the support
table.

CONTACT DATA

Aocourt No.:

4ZTSewer Depreciafion (o be used by
431 General & Adm (Mormal time & P
433 Engineerge, (Mormal time and mal
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The vendor is selected from a pop-up menu containing
all of the data in the associated Vendor data base.
Simply click on the vendor field, select the vendor and
click. In order for vendors to appear in this pop-up list
they must first be entered into the vendor file.

CONTACT DATA

Aocount Mo.:

“endor or Supplier Name:
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Al &zher & Snns

The originator field is selected from a pop-up menu. In
order for originators to appear in this pop-up list they
must first be entered into the originator file in the
support table.

Criginator Name: IR

Abe TJ. Male
i Michael Dworsky —
Fa'ipaua Mareko
Meemia Mareko
Jo-Ann Vaka
Shemry Sele

| Siaosi Soa

Edit. ..
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Invoice No.

Remaining Entry

Finishing the PO

June 13, 2003

The invoice number ties the vendor invoice to the
purchase requisition. The number must be entered
manually.

| AUTHORIZATION
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The remaining data entry is accomplished by typing in
the correct information. Only nine items are displayed
on the screen. When a tenth item is entered the item list
will scroll up. The list can be scrolled using the scroll
bar along the right side of the list. Each item is
numbered upon entering data into the description field
and tabbing or clicking in a new field. Total price and
total for the PR are calculated automatically.
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At the bottom of the screen are fields for Notes, Status,
and Shipping. The shipping field contains a pop-up of
all of the typical shipping methods. The status field
contains a pop-up of typical status conditions. Both
lists may be edited to meet local conditions. The notes
field will print on the PO and is used to give the vendor
special instructions.
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Printing POs

To Print Click on the Print PO button located in the menu bar,
at the top of the screen, and a new screen will appear.
This screen will show the PO just as it will appear when
Printed.
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Continue Click Continue, then click OK to print or click Cancel to

return to the purchase requisition data entry screen
without printing.
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List View of POs

View As List To view the POs in a list view, click on the View As List
button located in the menu bar.
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A screen similar to the one shown below will appear.

Qualty WaterWastewater Utility - Purchase Order List

“ew Az “ew fe Mew Delete Find Find hisin henu

Farm List Record Record Record Al
Jif] Date TP Na. F] Ascount Ha. Jf]] vendor Status FR No. Arnount

Find Function The find function works in the screen the same as in all
other screens. (See the special notes at the end of this
manual on the Find function.)

Sort Function Besides the normal sort functions built in, sorts are
available in this view. The small buttons above the Date,
Serial No. Account, and Vendor fields, when clicked, will
automatically sort the data by this field.

m Date mﬁerial Mo, Account No. !] “Wendor

June 13, 2003 13



Tracking POs

Layout

Tracking of the PO activities is accomplished by
inputting tracking data into the tracking layout. This
layout is accessed by clicking on the tracking button on
the main menu. This will bring up the following screen.
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Input Data

List View
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The Purchase Requisition (PR) and payment data can be
input directly into this screen. A specific Purchase
Order (PO) can be selected by using the find function for
the PO number or any of the other pertinent data.

The list view button shown in this screen will take you
to the standard PO list view.
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Edit PO or Tracking Data
Changing a Record

Deleting One Line in a PO

The data in the PO or tracking screens can be changed
in the form or list views. To change the data, place the
cursor into the desired field and make the changes
using standard typing function to change the data.

Caution: Changes to Vendor data should only be made
in the vendor data screens. Changing the vendor data
in the PO or tracking screen will not alter the data in
the vendor file.

Caution: Changes to the Account No., Originator
Name, Shipping, or Status fields should be made only
in the support table screens. Changing the Account
No., Originator Name, Shipping, or Status fields in the
PO or tracking screen will not alter the data in the
vendor file.

Deleting a Record To delete a record, select the record
and place the cursor into one of the fields in the record.
Then select Delete Record from the Menu Bar.

T Mmoo W W &R B

A dialog box will appear asking verification of the
delete. This will delete the entire purchase requisition.

f Permanently delebe this ENTIRE record?

I!IIL'I:I;‘_’H Cancel l

To delete, select the Delete button. Caution: Undo does
not work with Delete.

To delete a line item in the PO file, place the cursor on
the gray line just under the record,
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and click. The entire record will turn black.
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June 13, 2003

Tuk-sid aF Gird&Ed

i T
L dtar 1 3] &5 [H0 = LK

Press the “Delete” key o the keyboard.. A dialog box will
appear asking verification to delete “ this one related
record.” Make sure the dialog indicates this is a related
record before selecting Delete.

ff Fermanently delete this one related record ¢

[ rl-lr!r ]" CanoiEl I

To delete, click the Delete button. Caution: Undo does
not work with Delete.

16



Reports

Menu The reports are all selected from the Report Menu which
is accessed from the main menu.
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Make Selection of recards te be
included in a report in the View as List Screen

Three Reports There are three reports built into this solution. They
are:

e PO Cost by Account number
e PO List
e Tracking Report

Selection When one of the report menu buttons is selected the
report generated will contain only the POs currently
selected Thus, it is best to start in the List View, make
your selection (that is, find the records you wish to
include in the report) and then come to the Report
Menu.

Below are examples of the four reports.
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Qualty Water’'Wastewater Utility
PO's By Account No.

59409 5541 Total for Account F427.04
2r1E/20032 FOO3-2492 Accurate Data Senvice | $42?.I:IE|

59401 561 Total for Account F15038 .64

Date “endor Arnournt
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B13/2003 1 Total forthis Report  §15515 68
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Qualty WaterWastewater Utility

PO List Report
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Qualty WaterWastewater Uity
PO Tracking Report
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Find Function

From the Button Bar
Select Find

Perform a Find

Words or Letters

Multiple Fields

Multiple Finds

June 13, 2003

A Find Record button is included in the button bar of
most screens. To perform a find click on this button and
all of the data fields will go blank allowing you to enter
the find criteria.

To perform a find, type the information you want to
find into the field that contains the information and
then press Continue, Return, or Enter. Notice all of the
pop-up menus are available to assist in the find.

It is not necessary to type in all of the information. For
example, if you wanted to find a name starting with a
“C” you would only need to type the letter “C” and the
program will find all of the work orders that were
assigned to a crew with a name that started with a “C.”

To clarify a find, you can type information into as many
of the fields as is necessary to clarify the find. For
example you can select the name of a crew, requested
completion date, and equipment ID or name.

There are times when you may want to find more than
one item in the same field. For example it may be
necessary to select two or more pieces of data from the
same field. Type in the first piece of data, then either
type Control-N or select New Request from the Mode
menu and type in the next request. This process can be
repeated for additional request. When the Find or
Continue buttons or the Return key are selected the
records retrieved should meet the multiple find criteria.
If the status bar is turned on (see below for how to turn
on the status bar) you can look through each request
to make sure they are as desired.
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Omit Data

Turn On Status Bar

June 13, 2003

SeElect  Format o

s S i E 4L
~ Fimd Wl
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Prview L

Duplicate Beguest 3D
Dalate Regquest ML
Ehe Lt AL

Sort M5
Heplace... o=
Rrelookup
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When all of the requests are completed, press Return or
Find in the Status bar.

To omit work orders with specific information from a
find, click in the Omit box, located in the status area,
after setting up the find. The result will be all of the
work orders not omitted. To view those omitted, by the
criteria used, select the Find Omitted, from the Select
menu.

LA Fonmal  Scripl ¥
Fimd Omitted
Afsdify Last Find MR
Perforem Fnd

ormit Eod
Ot Multiple.. Gk

< Wiew as Form
Wiew as Lisl

The status bar allows access to a variety of find and
other functions. To turn on the status bar, click on the
status bar icon located near the bottom left of the
screen.

What will appear will look similar to the image below.
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Omit

Find Symbols

Two Most Common Symbols

Range

Exact Match

Find From the Menus

June 13, 2003
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The selected data can be omitted from the find by
clicking on the Omit box located in the status bar or
from the menu as described above.

Once the find function has been selected, the status bar
will open. Clicking on the small arrow next to the word
Symbol will bring up an additional dialog box providing
a number of symbols used to clarify finds.

Symbals E .

le=s than

less than or equal
greater than —
greater than or equal
exact match

. range

I duplicates

£ today's date

7 invalid date or time

@ one character

I ke o B o

*  zero or more characters
literal text
== field content match

o

Two of the most commonly used are the Range (...) and
Exact Match (=).

The range symbol can be used to select a set of work
orders performed between any two dates. Type in the
first date followed by three periods (...) or select the
symbol and then the second date, then press the
continue button, return, or enter keys.

The exact match symbol is useful for finding work
orders where a specific field is blank. To find work
orders with no information in a specific field, type a =
into a field or select = from the symbol menu. Then
press the Find button, or Return, or Enter key.

The find function can be invoked from the Mode menu,
from the keyboard by typing Control F, or from the

Mode Pop-up menu located at the bottom left of the
screen.
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Sort Function
Keyboard or Menu

Dialog Box

June 13, 2003

The PO program has a number of built-in specific sorts.
Clicking on the sort icon at the top of a list will sort the
data in an ascending sequence by that field. In addition,
to these specific sorts FileMaker provides a general sort
capability. This capability should only be used when the
desired built-in sort function is not provided.

The sort function can be obtained from the keyboard by
typing Control S or selecting sort from the Mode menu.
This procedure should only be used by those who have
knowledge of FileMaker Pro.

Select Format 5c

« Browse #B E
Find ®F |
Layout ®/L |
Preview N
New Record BN L

Duplicate Record 2D
Delete Record 3EE

Delete All 1
Repgce... ®= [
Relookup i

Revert Record

When the sort command is invoked a dialog box will
appear allowing you to select which selection of fields
and the arrangement of fields for a sort.

Sort Recsnds
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Select Fields Select the field from the list on the left and then either
double click or click Move to move the field to the right.

Lort Recards
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Rearrange Fields Once the fields have been moved to the right they can be
rearranged. Place the cursor on the double arrow to the
left of the field and the cursor changes to two lines with
arrows. When this occurs click, hold, and move the field
to the new position. When completed press Sort.

Sort Order

t Account # all =
¢ Date Madify all
¢ Date other al
%Date Requested al
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