Purchase Orders and Serialized Inventory Items
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Serialized inventory items acquire serial number information from the Purchase Order program.

Create Serialized Inventory PO

1. Select Purchase Orders on the EnergyService menu.

2. Choose Purchase Orders then press Ctrl+C or click Create to create a new purchase order.
3. Select the Vendor# and shipping Warehouse# receiving the serialized item.
4,

Press F5in the Item field and select the serialized inventory items for purchase.

Purchase Order

Vendor Name / Address Stip To Warehouse Comments
Vendo# |3 Y Warehouse# |1 X
GAS EQUIPMENT CO AVON
123 KANSAS AVENUE 5250 US HWY 36
KANSAS CITY, KS 65989 SUITE 100
AVON, IN 46123
Status 1 < [Open Select Inventory ftem x
Notes
Category [ AL Item/Dept [] Start with [] Search for Search | Clear
tem | Description Ordered | Received|
Div_|Warehouse Name | LodStorage Jitem |Dept# |Desciiption Category [cost | ay ~
[E] 114 C 2
5] 999 f14CX 34" CX3I4"C TANKINSTALL PARTS 7.86 17.00
[u] T4BUZHDR 999 EZHEADER 114X 34 TANKINSTALLPARTS 3779 200
o 1M6WIREHGR 999 11/4X6"WIRE HANGE TANK INSTALL PARTS 030 100.00
o TM4BLK4S 999 11445 ELBOW BLK 1 TANKINSTALL PARTS 298 200.00
o 14BLACOUP 999 114 COUPLING BLK:  TANKINSTALL PARTS 3.00 11.00
o AMANASTO 5000 AMANASTOVE APPLIANCE PARTS 300.00 20.00
Location 087 Vendor Part No e 4BLKSTO0 999 11/4 STREET90ELBC TANK INSTALL PARTS 269 5.00
Change Serial#| | H4CBVCPH 999 11/4BALLVALVE CX TANKINSTALL PARTS  15.86 0.00
o 4CCPLGCPH 999 11/4COUPLING CXC TANK INSTALL PARTS 259 10.00
o T4CFADCPH 999 11/4CX114"FEIPS TANK INSTALL PARTS 43 20.00
o 001178 999 500 GALOILTANKDO TANKINSTALL PARTS 170748 10.00
u] 00-2403 999 500 GALUNDERGRD ¢ TANK INSTALL PARTS 306585 16.00
o 005403 999 500 GALSKIDTANK'S TANKINSTALL PARTS 134622 20.00
u] 005406 999 1000 GAL SKID TANK ¢ TANKINSTALL PARTS  1163.97 5.00
o 005407 999 1000 GAL SKID TANK ¢ TANKINSTALL PARTS 270540 500 o
Selected Items
Division |Warehouse Name | Locationt Storage [tem |Description Gateaorv IGastiil »

5. Choose Save Selections when all items have been chosen.

6. When a serialized item has been selected, the Ordered quantity will default to 1.00 and cannot be modified.
Each serialized item must have a separate line for each serial number received.
Tip: Select the serialized item and press the Down Arrow on the keyboard. Press Ctrl+D while in the Item

field and it will copy (known as Ditto) the item number listed directly above it.

ltem |Descriplion |Ord.ered. | Receivedl Price‘ D\sc| Tax%‘ Tax‘Expeclele ‘Last Recv Dt ‘ Line Amount| ~
1143434CTCDS "4, 11/4 C 3/4'CX3/4" CTEE" 1.00 0.00 $6.25  0.00% 0.00 0.00 fF 00/00/00 [ 00/00/00 $6.25
1.00 6 0.00% 0.00 0.00 g 00/00/00 & 00/00/00 $7.86

v

7. Asserialized items are selected, a Serial # field appears at the bottom of the PO. Serial numbers will be
entered when the Purchase Order has been received.

8. Select Save & Close when all items have been listed.

Receive PO and Update Serial Numbers

1. Access the Purchase Order located in the Purchase Order menu.
2. Select Modify or press Ctrl+M.
3. For serialized items, the line item MUST be selected and 1.0 entered in the Received field.

4. Ascreen will appear asking for the serial number to be associated with the inventory item.



jered | Received Price]  Disc| Tax% Tax|Expected Dt |Last RecvDt | L

1.00 1.00 §6.25 0.00% 0.00 0.00 @ 00/00/00 @ 02/02/26
1.00 0.00 i
Serial# |
Continue
Ref Proposal# ', Proposal Customer

5. Enter the serial number and press Enter or choose Continue. The serial number is now associated with the
item received.

6. Repeat Steps 3 - 5 for each serialized item. Select Save & Close when finished.

7. Choose OK to finalize the Purchase Order if all items have been received. A message will not display if 0.00
Received quantities remain.

8. Onceitems are received, they are considered as an in stock item for inventory.



