purchase order

For convenient, accurate inventory management.

Creating A Purchase Order
Purchase Order AT — 1 1. From the SalonBiz®/SpaBiz® menu bar, click on the Inventory icon.

M i Coportion - | | GO Tpen | Retum to Previous Screen . . .
I— 2. Click the New PO button. A purchase order will be displayed on the
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e R— Click in the Product Name field and type in the name of the product.
Select the product from the Select Product field.

Enter the quantity you wish to order in the QTY field.

- Repeat steps 4, 5 and 6 for each product you wish to order. Or you
& e |BE L (B v | —| can enter the Vendor number in the Vendor # field and repeat step 6.

Click the Set PO to In Process button.

9. Answer Yes to the confirmation screen asking “Are you sure you wish
to process the PO?” This will set the PO to an In Process status so
that you can receive it when the order arrives.
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Adding Items By Category / Sub-Category
1. From the SalonBiz®/SpaBiz® menu bar, click on the Inventory icon.
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7. Orto order all items in a category, in the List field select Category and
then select the category you wish to add in the Category field.
8. To select all items, click on click the Check All Products button.

[ Selert Praducts to add to Purchase ek 9. To select certain items from the list displayed, click on the item and
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to process the PO?” This will set the PO to an In Process status so

that you can receive it when the order arrives.
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purchase order

Using the Auto Create feature.

Auto Create By Vendor

1. From the SalonBiz®/SpaBiz® menu bar, click on the Inventory icon.

2. Click the New PO button. A purchase order will be displayed on the
screen.

3. Click on the drop down box for Vendor and choose a vendor from the
list displayed.

4. Click the Auto Create button.

5. From the drop down menu, select an auto create reason for example
All Items by Vendor.

6. Click on the Auto Create PO button.

7. The products that are below your pre-set minimum will be displayed
on the purchase order to get you to your pre-set maximum for the
vendor selected on the purchase order.

8. Review the purchase order and alter quantities and products if
necessary.

9. Click The Set PO to In Process button.

10. Answer Yes to the confirmation screen asking “Are you sure you wish
to process the PO?” This will set the PO to an In Process status so
that you can receive it when the order arrives.

Auto Create By Category

1. From the SalonBiz®/SpaBiz® menu bar, click on the Inventory icon.

2. Click the New PO button. A purchase order will be displayed on the
screen.

3. Click on the drop down box for Vendor and choose a vendor from the
list displayed.

4. Click the Auto Create button.

5. From the drop down menu, select an auto create reason for example
select By Category.

6. Click once on each category you wish to order. Make sure the

categories you want on your purchase order have an “X” in the Use

column.

Click on the Auto Create PO button.

8. The products in the categories selected will be displayed on the
purchase order.

9. Review the purchase order and alter quantities and products if
necessary.

10. Click The Set PO to In Process button.

11. Answer Yes to the confirmation screen asking “Are you sure you wish
to process the PO?” This will set the PO to an In Process status so
that you can receive it when the order arrives.
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Frequently Asked Questions

What if | get an error message about vendor setup?

The error message “Vendor is not setup to supply this product. Do
you wish to continue?” means; either that you are trying to order the
incorrect items for the vendor selected or that those products are
not linked to the vendor under Inventory in your Blueprints.

What if | have my inventory levels set (min/max)?

You would choose to auto create a purchase order based on your
min/max settings for all items in the database for a particular
vendor. In the Auto Create PO field, choose All ltems By Vendor.

What if | do not have any inventory levels set (min/max)?

If you would like to create a PO without having to enter in individual
products line by line simply click on the Add Item button and
choose All Iltems in your database, Category/Sub-Category or by
Manufacturer.

Can | automatically create a PO based on sales?

Yes. In the Auto Create PO drop down menu select Sales by date
range. Then enter the desired range and then click the Auto Create
PO button.

What if | make a mistake?

An open Purchase Order can always be altered; products can be
both added to or taken away and product quantities can be
changed. Once a Purchase Order is set to In Process status the
best way to correct an error is to Void it and create a new PO.

Why are some product lines red?

It is the result of a default question previously set in your Inventory
under Blueprints. It is a warning that you are purchasing a product
below a certain margin. Depending on your situation you may
choose to change the margin or alter the selling price to meet your
margin.

Customer Support 888.809.2802
Our Customer Support team is ready to assist you.



