OSAS
AP/PO
Open Order Report

An Open Order Report shows PO’s that have been entered and printed, received and not received, not invoiced, returned, and cancelled orders by selection.

AP/PO
Transactions Reports
Open Order Report
Leave all fields blank to see all orders by all vendors for all items and jobs by all requested dates.
If you only want to see specific fields, enter data as needed.
Status: to see all open PO’s, no matter the status, select All, otherwise select a status.
Print By: select an option to print the report.
[bookmark: _GoBack]Select: click to included each option as needed.  (We suggest selecting all and uncheck as needed).
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The report shows each order and line item, how much was ordered and what has been received and or invoiced.
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Report Criteria: Order No = *All, Vendor ID = *AI", Item ID = *AIF, Job and Phase = *AIl, Requested Date = *All" Batches to Print = ‘A",

Receipts = 'YES', Posted Receipts = 'YES', Current Invoices = YES, Posted Invoices

"YES', Completed Lines ='VES;, Cancelled Orders

“Additional Description Format
'YES, Cancelled Lines ='YES'

"Short, Select Current

Dates ‘Quantity / Dollars
Vendor ID Entry Ordered OrderedBy  Job Location Qty. Available Units Ordered Received Invoiced
Batch ID Status  Requested ReceivedBy  Phase tem 1D
Order No. CostCode  Hem Description
Order Stat. GL Description
AVER25 001 11131201 Pat R 10000 EA 10000 1.0000 o000,
OoPEN FP-YEAT4GS 136.00 136.00 ©
0170864 YEALINK T465 IP PHONE COLOR SCREEN
GDRCD
* Ordered 1 for Cust ID RCG100
“WIO No. 00170445
Serial Numbers : Amount per Unit
503198 136.00
ToTALS Dolars 136.00 136.00 ©
AMAZS0 001 1271612018 Pat R 0000 EA 30000 0000 0000
oren CB-USBTOPAR 3597 o0 o
00171033 USBTOPARALLEL CABLE
PRINT
* Ordered 3 for Cust ID ADKIS0
“WIO No. 00170140
ToTALS Dolars 3597 0 ©





