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Purchasing Tasks 

Purchase Order Management 

• Work with PO 

• Print/Fax/Email PO 

 

RPO 

• Scheduled Vendors 

• Non-Scheduled Vendors 

 

Product Tools 

• Cancelled Products 

 

• Review Vendor Bill 
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Types Purchase Orders 

•Manual Purchase Orders 

• Enter PO 

• Approve PO 

• Print PO 

• Confirm PO 

 

•EBO 

• Edit PO Info 

• Approve PO 

• Confirm PO 

 

•DS PO 

• Edit PO Info 

• Approve POP 

• Create Manual PO 

• Confirm PO 

 

•FFSO – DS PO 

• Edit PO Info 

• Approve POP 

• Confirm PO 
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Manual PO Steps 

1. Enter Purchase Order 

2. Approve Purchase Order 

3. Print Purchase Order 

4. Confirm Purchase Order 
 

 

4 
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Purchase Order 

Purchasing 

Module Menu 

Purchase 

Order 

Option 
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Manual PO - Add New 

Click Add New 
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Manual PO - Add New 

Click 

Continue 
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Manual PO - Add New 

Click Save 

& Continue 

Your Need 

By Date 
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Manual PO - Add New 

Click to Search 

for Product 
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Manual PO - Add New 

Select & Enter Search Parameters Click Go 

Select to View 

Stock Info 
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Manual PO - Add New (Product Navigator) 

Select Tab to View Information 

Click Save to Add 

product to PO 
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Manual PO - Add New (Product Navigator) 

Purchasing Tab 
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Manual PO - Add New (Product Navigator) 

Product Tab 

Bottom half 
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Manual PO - Add New (Product Navigator) 

Association Tab 
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Manual PO - Add New (Product Navigator) 

Memo Tab 
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Manual PO - Add New (Product Navigator) 

Vendor Tab 
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Manual PO - Add New (Product Navigator) 

Multimedia Tab 
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Manual PO - Add New (Product Navigator) 

Sales Tab 
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Manual PO - Add New 

Click 

Save New Line 

Complete 

Line Detail 
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Manual PO - Add New 

Click 

‘Continue’ 

Click on 

Product to 

Return it to 

Line Detail 
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Manual PO - Add New 

Click 

Save 

Select 

Payment 

Method 
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PO Lookup 

Click 

Lookup 

Enter 

Search 

Criteria 
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PO Lookup 

Select 

Multimedia 

Popup Menu 

View: View PO information 

Edit: Edit PO information (Billing/Shipping/Items) 

Approve: Approve PO 

Delete: Delete PO that has yet to be approved 

Multimedia: View/Add multimedia to PO 

Print: Print PO (generates PDF file) 

Confirm PO: Confirm receipt of PO (not necessary) 

Close: Close PO 

Reopen: Open closed PO 
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PO - Multimedia 

Click Add New 

Popup 

Menu 

Popup Menu 

View: View multimedia file 

Edit: Edit file (upload new file) 

Edit Description: Edit description (name) of file 

Delete: Delete multimedia file 
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PO – Multimedia (Add File) 

Click 

Save 



Copyrighted material cannot be reproduced without the consent of the author. 

© Ximple Solutions, LLC. All Rights Reserved 

26 

Approve PO 

Select 

Approve 
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Approve PO 

Enter 

Approval 

Date 

Click 

Approve 
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Approve PO 

Print 

PO 
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Confirm PO 

Select 

Confirm 
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Confirm PO 

Click 

Quick Confirm: No changes were made to PO 

Continue: Changes were made to PO 
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Confirm PO 

Click to Edit 

Enter Items 
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Confirm PO 

Make 

Necessary 

Changes 

Click Save Change 
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EBO or DS PO Lookup 

Click 

Lookup Select 

EBO PO or 

DS PO 
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PO List page 

Select Edit 
Popup Menu 

View: View PO information 

Edit: Edit PO information (Billing/Shipping/Items) 

Approve: Approve PO 

Multimedia: View/Add multimedia to PO 

Print: Print PO (generates PDF file) 

Confirm PO: Confirm receipt of PO (not necessary) 

Close: Close PO 

Reopen: Re-open closed PO 

Order Already Approved at 

Time Sales Order Was 

Booked 

PO Type 
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Edit PO (EBO or DS) 

Click Save & 

Continue 

Make 

Necessary 

Changes 
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Edit PO (EBO or DS) 

Click Continue 

Click on 

Product to 

Move it to 

Line Detail 
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Edit PO (EBO or DS) 

Click Save 
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Print/Fax/Email PO 

Purchasing 

Module Menu 

Pint/Fax/Email 

Option 
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Print/Fax/Email PO 

Click 

Continue 

Click 

Continue 
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Print/Fax/Email PO 

Click 

Process PO 
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Print/Fax/Email PO 

Print PO 
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Scheduled vs. Non-Scheduled RPO 

RPO = System-generated process that looks at the company’s sales and 

forecasts the amount to buy (of a product) based on how much of the 

product has been sold in accordance to the calculated order points. 

 

• Scheduled 

• Scheduled RPO list contains vendors who are scheduled to be 

bought from on the current date and lists all require items to 

be purchased in accordance to the calculated order points 

and/or emergency back orders. 

 

• Non-Scheduled 

• Non-scheduled RPO list contains vendors who are not 

scheduled to be bought from until a later date but still require 

items to be purchased in accordance to the calculated order 

points and/or non-emergency back orders. 
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Scheduled RPO 

Purchasing 

Module Menu 

RPO 

Submenu 

RPO Scheduled 

Vendor  Option 
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Scheduled RPO 
Popup 

Menu 

Select 

Re-Generate RPO 

Popup Menu 

Review: Review vendor RPO by Product and/or Branch 

List PO: View and edit POs to be generated for vendor 

List Transfer: View, edit and post transfers 

Merge: Merge vendor to another vendor 

Regenerate PO: Regenerate PO for the selected vendor 

Generate PO/Quote: Generate vendor PO 
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Scheduled RPO - Generate RPO 

Click 

Submit 

Note: Regenerates for both Scheduled & Non-Scheduled Items 
 

OP = System OP x Multiplier 
 
Multiplier = (# of Days in Advance) / (Cycle Time for Item) 

 
By entering # of Days in Advance, the user is essentially increasing the OP for 
the item. 
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Scheduled RPO – Review RPO 

Select 

Review 
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RPO Calculation 

47 

If Stck & Inv Flag = Yes 
 
Sugg Qty = 
 

[(Available Qty + On Order qty + Incoming Trnsfr Qty) – (Selected OP + BO Qty)] * RPO Mult 
 
If Stock a/o Inv Flag = No 
 
Sugg Qty = 
 

[(Available Qty + On Order qty + Incoming Trnsfr Qty) – (Selected OP + BO Qty)] 

OP Qty = CDC OP (please look at next slide for OP Calculaltion) 
 
BO Qty = BO Qty Branch 

• If SO is on Hold that qty is not included 
• If SO is WIP that qty is not included 

 
On Order Qty = On Order Qty Branch 

• If PO Qty is for EBO/DS, qty is not included 
 
Available Qty = Avb Qty at Branch 
       
Incoming Transfer Qty = Will always be 0 since you only have 1 WH 
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How System Selects OP 

48 

Selected OP = Sys OP 
 
If Override = Y (from Prod Catalog OP record) 
Then 
 If User OP > 0 
 Then Selected OP = User OP. 
  
 If Min > 0 and Min > Selected OP 
 Then Selected OP = Min. 
  
 If Max > 0 and Selected OP > Max 
 Then Selected OP = Max. 
  
If the Stk or Inv flag at the Branch level = N, then OP = 0. 
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Suggested Qty 
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If the Item’s Stock & Inventory Flags = Yes 
 
If Sugg Qty < Vndr Ignore Below 
Then 
Sugg. Qty = 0  (Item will not be considered in RPO) 
 
If Sugg Qty > Vndr Ignore Below 
Then 
 

If Sugg Qty <= Vndr Min Stk 
Then  
Sugg. Qty = Vendor Min Stk Qty; 
 
If Sugg Qty > Vndr Min Stk 
Then 
A = (Sugg Qty – Vndr Min Qty) / Vendor Incr Qty 
Round Up/Down ‘A’ 

Sugg. Qty = Vendor Min Stk Qty + (A * Vndr Increment Qty) 
 

 
If either Item’s Stock & Inventory Flags = No 
 
Then Sugg Qty = Suggested qty 
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Review RPO – By Product 

Click 

Detail 

Auto Fill Lines 

Click to open 

Review Product 
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Review RPO – Product by Branch 

Click 

Edit 
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Review RPO – Edit Prod. Qty 

Click 

Save 
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Review RPO – Product by Branch 

Non-

highlighted = 

Reviewed 

Click Close 

Window 
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List PO 

Select List PO 

Click Edit 
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List PO 

Click Save 
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List PO 

Click Close 

Window 

Select Generate 

PO/Quote 
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Generate PO 

Click Submit 

Click OK 
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Process PO 

58 

Click Submit 

IMPORTANT - 2 Steps to Process/Complete: 
 
1. Click Process PO to generate pdf or send out email/fax 
2. Click Finish to mark internally that PO was sent 
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Process PO – Marked as Print 

59 

Click Submit 
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Process PO 

60 

Click Finish 
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Merge RPO 

Select Merge 

Click Submit 
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Non-Scheduled RPO 

Purchasing 

Module Menu 

RPO 

Submenu 

Non-Scheduled 

Vendor RPO Option 
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Non-Scheduled RPO 

Select 

Review 
Popup Menu 

Review: Review vendor RPO by Product and/or Branch 

List PO: View and edit POs to be generated for vendor 

List Transfer: View, edit and post transfers 

Merge: Merge vendor to another vendor 

Generate PO/Quote: Generate vendor PO 

Alert 

from 

Vendor 

Setup 
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Review RPO – By Product 

Click 

Detail 

Auto Fill Lines 

Click to open 

Review Product 
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Review RPO – Product by Branch 

Click 

Edit 
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Review RPO – Edit Prod. Qty 

Click 

Save 
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Review RPO – Product by Branch 

Non-

highlighted = 

Reviewed 

Click Next to go to 

Review next line/item 
Click Close 

Window 
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List PO 

Select List PO 

Click Edit 
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List PO 

Click Save 
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List PO 

Click Close Window 

Select Generate 

PO/Quote 
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Generate PO 

Click 

Submit 

Click OK 
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Generate PO 

Click 

Process 

PO 
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Merge RPO 

Select Merge 

Click 

Submit 
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Set Product Price 

74 

How Does Ximple Come up w/ Purchase Price? 
 
1. Manual Edit Vndr Prices: Edit Product Catalog and Enter new 

Item Price 
 

2. Purchasing Parameters: Set up factors for determining 
Purchasing Price 
 
• Company Level: Default/Catch All Parm 

 
• Product Line Level: Takes Precedence over Comp Parm 

 
• Product Level: Takes Precedence over Prod Line & Comp 

Parm 
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Product Catalog 

Catalog 

Module Menu 

Product 

Menu Option 
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Product Search 

Select 

Edit 

Search 
Criteria 

Enter 
ONLY ONE 
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Product Classification 

77 

Select Classification Tab 

Product Line: Used for Purchasing (setup Purch Parameters) 

Category: Used to setup Sell Price Lists 
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Vendor 

Select Vendor Tab 

Select 

Edit 

Popup Menu: 

View: View vendor product information 

Edit: Edit vendor product information 

Delete: Delete vendor 

Pricing: View and add product pricing for vendor 
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Add Vendor 

Click 

Save 

Will take precedence 

over Vendor purchase 

Schedule setup in AP 
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Open Pricing Information 

Select 

Pricing 
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Open Pricing Information 

Popup 

Menu 

Show Expired Prices 

Click Add 

New 
Popup Menu: 

Edit: Edit price information 

Delete: Delete price 

Purchase Price: View purchase price information 
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Add Price 

Click Save 
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Review Vendor Bill 

Purchasing 

Module Menu 

Review Vendor 

Bill Option 
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Review Bill 

Select Review 

Popup Menu: 

Review: Review bill – Edit bill and Authorize Difference 

Report: Print bill information (generates pdf file)  

Multimedia: Add/View/Edit multimedia associated with bill 
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Review Bill 

Click Edit 
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Edit Bill Item Line  

Click Save 

Enter Correct 

Price 
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Authorize Difference in Bill 

Click 

Authorize Difference 
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Product Review 

Purchasing 

Module Menu 

Product Tools 

Submenu 

Product Review 

Option 
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Product Review 

Select Product 
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Product Review - (Product Tab) 

Select to 

View 

Cost 

Product / Sales / RPO Tabs 

Link to 

PO Info 
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Product Review- (Sales Tab) 

Sales Info by WH Current 

Month 

Sales Tab 
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Product Review – (RPO Tab) 

Current 

Month 
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Product Review – (Cost Link) 

Click to Close 

Popup Window 
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Product Kardex 
Purchasing 

Module Menu 

Product Tools 

Submenu 

Product Kardex 

Option 



Copyrighted material cannot be reproduced without the consent of the author. 

© Ximple Solutions, LLC. All Rights Reserved 

95 95 

Product Kardex 

Complete 

Product 

Search 

Click 

Submit 
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Product Kardex 

Click to open Product Review 

Will go over in Next Section 

Link to Stock 

Location Page 
Cmt Qty Vdr PO 

Links to Document 

Details 
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Stock Locations 

Warehousing 

Module Menu 

Stock Locations 

Option 
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Stock Locations 

Enter Search Criteria 

Popup 

Menu 

Click Search 

Click Add 

Predefined 
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Add Predefined Location 

Click Save 
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OP Exception Report 

Purchasing 

Module Menu 

Product Tools 

Submenu 

OP Exception 

Report Option 
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OP Exception Report 

Click 

Lookup 
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OP Exception Report 

Select Edit 

Order Point 
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OP Exception Report 

Click Save 
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Cancelled Products 
Purchasing 

Module Menu 

Product Tools 

Submenu 
Cancelled Product 

Option 
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Cancelled Products 

Click Lookup 
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Cancelled Products 

Back to 

Lookup 

Click Pending POs 
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Cancelled Products 

*Close page when done viewing 
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Vendor Product 

Purchasing 

Module Menu 

Vendor Product Option 

Vendor Catalog 

Submenu 
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Vendor Product 

Click  

Continue 
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Vendor Product 

Popup 

Menu 
Popup Menu 

View: View product detail information 

Pricing: View product’s pricing information 

Discount: View product’s discounts 

Compare: View and compare vendor information & prices 

Review Product: Open’s product Review Product 

Edit: Opens the Product Catalog 
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Vendor Product - View 

Click to Return to 

Previous Page 
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Vendor Product - Pricing 

Click to Return to 

Previous Page 
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Vendor Product - Discount 

Click to Return to 

Previous Page 
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Vendor Product - Compare 

Click to Return to 

Previous Page 
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Expiring Vendor Prices 
Purchasing 

Module Menu 

Expiring Vendor 

Prices Option Vendor Catalog 

Submenu 
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Expiring Vendor Prices 

Click Submit 
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Expiring Vendor Prices 

Click 

Item 
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Critical Stocks 

Purchasing 

Module Menu 

Critical Stocks 

Option 
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Critical Stocks 

Click on Vendor 
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Critical Stocks 

Click on product to 

open Review Product Click 

N/A 
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Critical Stocks – Promised Date 

Click 

Save 



Copyrighted material cannot be reproduced without the consent of the author. 

© Ximple Solutions, LLC. All Rights Reserved 

122 

Generate Excel Report Critical Stk 

Click Excel 

Click Submit 



Copyrighted material cannot be reproduced without the consent of the author. 

© Ximple Solutions, LLC. All Rights Reserved 

123 

Send Vndr Email (Excel) 

Click Send 

Click Submit 
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Recommended Vendor Returns 

Purchasing 

Module Menu 

Recommended 

Transfer 

Submenu 

Vendor Return 

Option 
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Recommended Vendor Returns 

Click 

Submit 

Generates: Goods Issue 
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Recommended Dmg/Dfc Returns 

Purchasing 

Module Menu 

Recommended 

Transfer 

Submenu 
Dmg/Dfc Return 

Option 
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Recommended Dmg/Dfc Returns 

Click 
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1. Create Manual PO 

2. Scheduled RPO 

• Regenerate RPO 

• Review RPO 

• Accept and Reject Items 

• Generate PO 

• Merge Vendor to another Vendor 

3. Confirm a Purchase Order 

4. Copy a Purchase Order 

5. Search for Purchase Orders 

6. Work with Backorders - Fulfill 

7. Review Critical Stocks 

8. Create Recommended Dmg/Dfc Vendor Return 

9. Review Vendor Bill  

 

Purchasing Certification 
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