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Supplier – Purchase Order – 303 New Purchase Order (1) 

This will show a list of all active Suppliers. Scroll down the list to find the Supplier and 

double click, or search for a certain Supplier by number by using the search box (2) 

 

Once the Supplier has been selected it will open the New Order form. 

 

(3) Select the ‘Import Order’ Tab 

(4) Select ‘Get File…’ to Browse for the file to import. 
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(5) Select the file to Import 

(6) Click Open to Import. 

 

NB. The file format for the Import is the headings visible on the screen. They 

Should have spaces and appear like the below. 

 

(7) The ‘Item Name’ can be blank if there is a ‘Supplier Part Code’ 

(8) ‘Supplier Part Code’ must be setup in the Supplier Products tab. The part code can 

be updated on the Part code tab for it to do the lookup & match to the correct item. 

This can be blank if the ‘Item Name’ is being used. 

(9) The Qty is the quantity required for the Purchase Order. 

(10) The Price can be populated or left blank. If the Price is blank then it will use the logic  

for the specific Supplier to obtain the price paid for the item. 
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(11) Click ‘Add to the Order’ to populate the grid with the required items.  

NB. There will be a bubble message advising that the items have been  

added to the order. 

(12) The items are added to the grid. 

(13) The price for the Item has pulled from the file. The other prices have used the logic  

of the system. 

 

NB. If the ‘Supplier Part Code’ does not exist for this Supplier in the database 

then it will add it as the NONSTOCK item with the ‘Supplier Part Code’ as the 

description. 

 

 

Process the rest of the order as required. 


