
How To Develop a Purchase Order for Material or Outside Processing 
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purchasing module
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system will default and load next PO number
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2nd select the vendor or add a new vendor
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3rd select tab to add a item
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1st click to add new PO
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1st select from inventory or add a new material or process
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Text Box
If you add a new matl or process system will load inventory module to add item
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enter price/ qty/ per each/lb/volume
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enter data about the matl or process
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this will add notes to the PO
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click to show/print PO
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click to close PO after it has been issued
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click to print or export in PDF for email
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You can DD click name and system will hyper link to Inventory module
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