OPEN SYSTEMS

PURCHASE ORDER

CHANGING ITEMS ON PO AFTER RECEIVING

If an inventory item is listed on a purchase order and received and it is not the correct inventory item you can change the purchase order by doing the following:

Go to Purchase Order

Go to Daily Work

Go to Enter Orders

Select Option #4, Edit Orders

Enter the PO number of the PO that needs to be changed.

Page down to go to the second screen.

Hit A to append to add and receive the correct inventory items.

Do not do anything with the inventory item that is incorrect.

Go to Inventory

Go to Daily Work

Go to Inventory Transactions

Select current year or last year.

Hit A for Adjustment

Status – Hit D to decrease  quantity.

Enter the correct location.

Enter the inventory item ID for the incorrect inventory item.  You want the quantity to be decreased by the amount that the incorrect inventory item was received.

Run Transaction Journal

Post Transactions
When you are ready to invoice the PO:

Go to Purchase Order

Go to Daily Work

Go to Enter Orders

Select Option #6, Apply Invoices.

Do you want to invoice all?  - NO

Hit A to apply the invoice to the incorrect inventory item.  

Invoice price for the incorrect item will be 0 (zero).

Enter the correct invoice price for the correct inventory items.

When you hit T for totals, and I for invoice, the invoice total should match the vendors invoice.

