
All the Purchase Orders generated in VisionX can be viewed from this screen. When ordered products or services 
are received they are entered into a Receipt that is linked to the original purchase order. Several receipts can be 
attached to the same purchase order, each of them updating the quantities received values on the order.

From the VisionX menu, select Purchases/Purchase Orders.
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BUTTONS

The buttons are the top of the screen include the Navigator as well as the New, Delete, Edit. Duplicate, Search, 
and Print buttons.

Once a purchase order has been added to the data file it cannot be deleted. Using the Delete button cancels all 
not received ordered quantities and as a result closes the purchase order.

A deleted order cannot be edited or duplicated anymore. A closed (all products received) order cannot be edited 
or deleted.

Search

Clicking on the Search button opens the screen 
at right.

Enter the date range of the search.

For a more limited search scope you may as 
well limit the search to a single vendor, 
department, and/or location.

The ʻOutstanding Orders onlyʼ option is 
selected as default. Uncheck it for inclusion of 
all orders.

The search produces a list as shown below.

The list is sorted by number. To sort it by Vendor, Date, Due Date, or Ship Date click on the appropriate column 
header.

Double-clicking on any item from the list will load the selected record in the Purchase Orders window.
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Print

The Print button opens the Print window. 

You can either print purchase orders by number of by 
date.

Enter the desired option and range. 

The ʻOutstanding Quantitiesʼ option is set by default, 
turn it off if you wish to include all ordered values on the 
printout.

The ʻBill of Materialsʼ option allows you to display 
assembliesʼ components on the printout.

FIELDS

Number:
 
 Purchase Order number assigned by VisionX according to the Parameters setting.

Date:
 
 
 Date the purchase order was created.

Department:
 
 Department the order is created by or assigned to. The department field is only visible if 

 
 
 departments have been set into the system setup.

Vendor:

 
 Vendor ID. The vendor name, address, and terms will be loaded by the program.

FOB 
 :
 
 Shipping location the products are coming from.

Ship Via:
 
 How you request the merchandise to be shipped.

Requested/Promised:
 Date you request the products or services by and delivery date promised by the vendor.

Ship/Cancel:
 
 Date the merchandise was shipped and date the order was cancelled.

Auto Quantities:

 This check box option is only displayed when entering a New order or Duplicating an 

 
 
 existing one.

 
 
 When the option is selected VisionX can 

 
 
 automatically load the list of products you have 

 
 
 linked to this vendor (see chapter IC-002: 

 
 
 Products).

 
 
 The list can be limited to products that have the 
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 sum of their on-hand and on-order quantities falling below their Minimum level. 

 
 
 The ordered quantities is calculated in order to reach the maximum level assigned to 

 
 
 each product record.

E-Mail Order:
 
 Option to e-mail the purchase order to the vendor when printing a copy. Refer to chapter 

 
 
 SY-010 E-Mails for more information about using e-mails.

Vendor Tab:
 
 These fields are populated by the program once a vendor ID is entered but may be edited 

 
 
 by the user. They are, in order from left to right, top to bottom:

 
 
 
 - Vendor Name

 
 
 
 - Vendor Street Address

 
 
 
 - Vendor City

 
 
 
 - Vendor State

 
 
 
 - Vendor Zip Code

- Vendor Country
- Vendor Contact Person


 
 
 
 - Vendor Phone Number

 
 
 
 - Vendor Fax Number

 
 
 
 - Vendor E-Mail Address


Ship-To Tab:
 
 These fields are populated by the 

 
 
 program as your default/main 

 
 
 inventory location.

 



 
 
 The small Edit button allows you to 

 
 
 select a different reception place.


 
 
 The fields are:

 
 
 
 - Location Name

 
 
 
 - Location Address

 
 
 
 - Location Phone Number

 
 
 
 - Location Fax Number

 
 
 
 - Location Contact Person
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Parameters Tab:
 Payment Terms:

 
 
 These are the default terms specified in the 

 
 
 Vendor record. They may be changed for 

 
 
 this particular order.

 
 


 
 
 Tax Location:

 
 
 This is the tax area your inventory location 

 
 
 receiving the merchandise is attached to.


 
 
 Sales Tax:

 
 
 You are usually prevented from paying sales taxes on merchandise you are buying for 

 
 
 resale. If ordering products for your own consumption you should turn the Sales Tax 

 
 
 check box on.

Comments Tab:

 This field is populated by the default 

 
 
 comment contents you specified in the 

 
 
 Parameters section of the Purchases 

 
 
 module. You may edit or add to the default 

 
 
 value.

Prepayment Tab:
 Amount:


 
 
 Amount of money you received as a 

 
 
 prepayment.


 
 
 Check Number: 

 
 
 Number of the check/card received.

Item List:
 
 The list of items is only limited by the memory (RAM) of your computer therefore quasi 

 
 
 unlimited with current computers.


 
 
 It is updated using its own New, Delete, Edit, SP (space), and 

 
 
 Up/Down buttons.


 
 
 The SP button adds a space at the bottom of the list.


 
 
 The Up bottom moves the currently selected line item one spot higher.


 
 
 The Down button moves the currently selected line item one spot lower.


 
 
 The New and Edit button open the Item Detail entry screen where the line item 

 
 
 information is entered.
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Sub-Total/Discount:
 The total of all the line items values is calculated by VisionX.

 
 
 The Discount Rate is populated by the discount rate specified in the Vendor record but 

 
 
 can be edited or removed by the user. The Discount amount is calculated by the 

 
 
 program.


Shipping/Handling:
 Both fields are entered by the user.

Sales Tax:
 
 The tax rate is the rate in effect in the area the receiving inventory location is. It may be 

 
 
 edited. The Sales Tax total is calculated for you.

Total:
 
 
 This is the sum of all items minus the discount amount plus shipping charge, handling 

 
 
 charge, and sales tax.

LINE ITEM DETAIL

By clicking on the New or Edit button of the Item List you open the Line Item Detail window that allows you to 
either add or modify a product or service item, or a comment.

By clicking the Space check box you can add a blank line at the bottom of the item list or in any spot in the list by 
changing the Line# value on the left of the screen.

Clicking the Comment field hides all the standard fields and replaces them with a text field that may be used to 
type any comment you would like to insert in the body of the purchase order.
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For all other product or service line items you first need to enter the product ID. Doing so automatically fills the 
Description, Unit of Measure, Sales Tax, and Picture fields with the information specified in the Products screen. 
The Description may be edited by the user. The cursor jumps directly to the Ordered field unless the product is 
serialized; in that case a Serial Number field will be visible below the Description and such a number will be 
required.

VisionX fills the Unit Price for you once the Ordered quantity has been entered. This unit price is set according to 
the Cost specified in the Products screen. You may edited it if necessary.
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Field Description

Line #:
 
 
 Line number in the Item List

Item #:
 
 
 Item number, the same item may occupy several lines

Space:
 
 
 Makes the line item a blank line

Comment:
 
 Makes the line item a comment line

Product

 
 The top field is the Product ID, the bottom field the product description

Ordered
 
 The top field represents the quantity you are ordering, the bottom field displays received 

 
 
 units

Unit Price
 
 The cost of each unit

Discount Rate
 
 The discount percentage you are receiving on this line item


Extended
 
 Your net cost of the line item

Unit of Measure

 How the product is sold; by unit, by dozen...

Profit Center
 
 The Profit Center where the purchase of the line item is to be allocated

Notes
 
 
 Any internal note you wish to add on the item

Applicable Taxes
 Sales Taxes applying to this product purchase. The user may overwrite the default 

 
 
 settings.

Requirements
 
 These optional fields may be used for reference purposes.
- Scheduled Date
- Due Date
- Delivered Date
- Sales Order Number
- Comment
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