OSAS

Purchase Order

Edit Purchase Orders

To edit a purchase order that has not been received:

Go to Purchase Order

Go to Daily Work

Go to Enter Orders


Select 4, Edit Orders

Enter the Purchase Order number or hit F2 and select from the list.

· At this point you can change the vendor ID if needed or page down to proceed to the next screen.

· If you need to enter another line item, hit A to append and enter as normal.

· If you need to correct the quantity or price of a line item already showing, arrow to the line and hit enter.  Correct as needed and page down.

· If the only line item showing is not correct (inventory item is not correct) hit A to append, add the correct inventory item, quantity and cost then page down.  Then arrow to the original line item (the one that is incorrect) and hit F3 to delete the line item that is wrong.

· If the entire purchase order needs to be deleted hit F3 after entering the purchase order number.

To edit a purchase order that has been received and/or invoiced (but not posted):

Go to Purchase Order

Go to Daily Work

Go to Enter Orders

Select 4, Edit Orders

Enter the Purchase Order number or hit F2 and select from the list.

· Page down to the second screen (screen with line items). 

 Arrow to line that is incorrect.  Hit R to receive and page down. 

 Do not change anything.  

At invoice number hit F2 to find the correct invoice number, enter to the quantity amount and change to zero (0), and page down.  

Hit R again to receive.  

Enter to the quantity amount and change to zero (0), and page down.  

You will then be at the invoice line, just page down. 

 Do this for all line items that are incorrect.  

Lastly, hit T for totals, I for invoice, and page down.  This will make the received and invoice amount zero (0). 

· If you would like to cancel the PO after unreceiving and uninvoicing, arrow to the line item, hit enter, and then page up to the status field.

Enter CAN and enter.  CANCELED will appear.  Page down.

The next time purchases is posted this PO will disappear.

You may wish to reprint the purchase order after any changes.
