
 

 

Purchasing  
Part 1 of 2 

 

 

 

 

 

 

 

 

 

 



 

F Purchasing 2 

Contents 

Purchasing Roadmap .......................................................................................................................... 3 

Overview .......................................................................................................................................... 3 

Process Flow .................................................................................................................................... 4 

Core Purchasing Functions ................................................................................................................. 5 

Purchase Order (PO)....................................................................................................................... 5 

Adding a PO ............................................................................................................................... 6 

Real life practice scenario....................................................................................................... 10 

Goods receipt purchase order (GRPO) ..................................................................................... 10 

Adding a GRPO ....................................................................................................................... 12 

Real life practice scenario....................................................................................................... 17 

AP invoice ..................................................................................................................................... 18 

Adding and A/P invoice ......................................................................................................... 19 

Relationship map..................................................................................................................... 23 

Real life practice scenario....................................................................................................... 24 

 

 

 

 

 

 

 

 

 

  



 

F Purchasing 3 

 

Purchasing Roadmap 

Overview 

During the purchasing process, you will be ordering ingredients & 
supplies, ensuring receipt of your orders, and verifying you are 
being billed correctly.  ORCHESTRATED helps you manage the 
entire procurement process, mimicking the real world. From 
purchase order to vendor invoice payment, utilizing these 
functions will integrate your Business Partner and Item Master 
Data with all other business transactions. You will have full 
visibility to make purchases based on informed inventory, track 
your items via batch number, and know you are being billed 

correctly. 

 

 

 

 

 

 

 

 

 

 

 

 

Inventory on 

"ordered" 

status

PLACE 

ORDER

In stock 

inventory 

incremented

RECEIVE 

DELIVERY

Cost/ 

Liability of 

Inventory

OUTGOING 

VENDOR 

PAYMENT

Batch Tracking! 

Any consumable item must have an associated batch/lot number.  A batch number aids 

with tracking inventory all the way back to Vendor, and can be audited.  The batch number 

is entered at time of receipt. 

Why order through 

ORCHESTRATED? 

Gives your business 

visibility into how 

much inventory has 

been ordered and 

when to expect it 

 

Why receive the 

delivery through 

ORCHESTRATED? 

Tracks and updates 

“in-stock” in real-

time, adding to 

inventory 

immediately after 

receipt of product.  

It becomes 

available for 

production right 

away. 

 

Why input 

cost/liability of 

Inventory through 

ORCHESTRATED? 

Tracks the cost of 

inventory that goes 

into your finished 

product.  Provides 

transparency into 

purchasing 

activities, trends, 

vendors and their 

performance. 
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Process Flow 

  

 

 

 

 

 

 

 

 

 

 

 

Purchase Request (optional) 

Request a purchase order 

 

A/P Credit Memo 

Used for goods return or 

credit back from vendor 

 

 

Purchase Order (PO) 

Order goods from a 

supplier/vendor 

Puts inventory “on order” 

Can print/email/save 

 

Goods Receipt PO (GRPO) 

Brings inventory into stock 

Typically happens before A/P Invoice 

is received from vendor 

Item Batch # is captured 

Can print/email/save 

 

A/P Invoice (MANDATORY) 

Books the payable/financial 

side of purchase 

Outgoing payment will 

eventually be applied 

Can be print/email/save 
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Core Purchasing Functions 

Purchase Order (PO)  

 

  

PO

What is it? "In Pencil" draft 

What does it do?

Does NOT impact inventory or 

financials

Retains last purchase price of items

Stays open until order 100% received 

Why use it?

Eliminates POs in other forms (email, 

phone, paper, etc.)

Provides visibility for business of what's 

'on order'

Vendor code 

& name of 

whom you’re 

purchasing 

from  

Status: Open 

or Closed 

Delivery: 

When is 

anticipated 

delivery 

Ordered item 

details 

Tip! 

If there is a column you cannot see, or 

want to hide, remember to utilize your 

form settings button!  
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Adding a PO 

 
 
 
 

 
 
 
 
 
 
 

 

  

M o d u l e s  >  P u r c h a s i n g  –  A / P  >  P u r c h a s e  O r d e r  

1. Open a Purchase Order function (stay in ADD mode) 

2. Search for the Vendor you need to order from (e.g. Briess)  

− search by Vendor code, name and/or wildcard) 

3. Select the Vendor and click <Choose> 

 

In the following scenario, we will 

be ordering varieties of malts 

from our Vendor Briess 
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4. Enter ‘Delivery Date’ when will the item be delivered? 

5. Search for ‘Item No.’ (e.g. We need malt from Briess, search ‘rm’ to bring up malt options) 

− To add multiple items, hold Ctrl button and click to select 

6. Click <Choose> 
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7. Specify/update the quantity of each item 

8. Specify the unit price 

− Unit price will pre-populate if this item has been ordered before 

9. Click <Add> to enter the Purchase order 
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10. Preview, Print and/or Email the PO directly from the ORCHESTRATED Toolbar! 

PO 
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Real life practice scenario 

 

 

Bill handles purchasing for his Brewery.  He needs to order 1000 

lbs. of Z-Type Hops from his main Hop supplier, Hopunion.  The 

hops are currently running at $5.00 per lb.  Can you help him 

enter a PO?  Use next week’s date as the posting date.    

1. Open a PO function 

2. Search for and select 

Vendor 

3. Enter delivery date for 

PO 

4. Search for and select 

Item(s) that need to be 

ordered 

5. Specify quantity of 

item(s) 

6. Specify unit price of 

item(s) 

7. Add PO 
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Goods receipt purchase order (GRPO) 

 

GRPO

What is it? Receipt of order

What does it do?

Increments in-stock inventory

Captures Batch No.

Why use it?

Brings items into stock, allowing 

for consumption

Provides visibility for business of 

what's 'in stock'

Vendor code & name 

of whom you’re 

receiving from 

Posting Date: When 

GRPO was 

entered/Inventory 

delivered 

Status: Open or 

Closed 

Delivered item 

details 

Tip! 

If there is a column you cannot see, or want 

to hide, remember to utilize your form 

settings button!  
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Adding a GRPO 

 

 

 

  

M o d u l e s  >  P u r c h a s i n g  –  A / P  >  G o o d s  R e c e i p t  P O  

C o c k p i t  >  O p e n  D o c u m e n t s  >  P u r c h a s e  O r d e r s  

 

RECEIVE 

1. Open the Purchase Order related to the goods being received  

− Find the PO via Open Documents 

 

In the following scenario, we will 

be receiving varieties of malts 

from our Vendor Briess 
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2. Select the Purchase Order from the Open Items List 

− Drill in using the yellow arrow 

 

3. In the lower right 

corner, click 

<Copy To> and 

select ‘G. Receipt 

PO’ 
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4. Verify the actual quantities that have been received (this will impact your inventory) 

5. Click <Add> <Yes> 
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6. Enter batch number for each item  

− If item ordered is consumable, a batch number will be required 

− This can be the pack number from the Vendor, the date, or use your own batch number 

methodology 

− If multiple items, highlight rows one by one, input the batch number and click <Update> after 

each one 

7. Click <OK> 
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8. Click <Add> 

<Yes> 

 

This Delivery Note may be useful to print and hand 

back to whomever made the delivery as confirmation 

of receipt.  

GRPO 

9. Preview, Print 

and/or Email 

the GRPO 

directly from 

the 

ORCHESTRA

TED Toolbar!  
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Real life practice scenario 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Peter handles inventory for the brewery, and the order of 

Z-Type Hops has arrived!  He has yet to receive an invoice 

from Hopunion, but he does want to ensure his brewery’s 

hops inventory is up to date and includes this delivery.  

After double-checking the delivery, he notes he received 

everything as ordered on the PO.  The delivery had a pack 

number from Hopunion of ZT22655. Can you help him 

enter the GRPO? 

 

1. Open list of open POs 

2. Search for and select correct PO 

3. From the PO, <Copy To> ‘G. Receipt PO’ 

4. Verify quantities actually received 

5. <Add> <Yes> 

6. Enter Batch No. (for any consumable item) <Update><OK> 

7. <Add> <Yes> 
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AP invoice 

 

  

A/P 

Invoice

What is it?

Invoice (bill) for ordered goods

Documents the invoice sent from your Vendor

What does it do? Impacts inventory & financials

Why Use it?

Is Mandatory

Confirms price & quantity of goods brought 

into stock

Provides visibility for business of what's 'in 

stock' and 'cost of materials'

Tip! 

If there is a column you cannot see, or 

want to hide, remember to utilize your 

form settings button!  

Invoiced item 

details 

Vendor code & 

name of who is 

invoicing you 

Posting Date: 

When Invoice was 

entered/received 

Status: Open 

or Closed 

Due Date: When 

is invoice due? 
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Adding and A/P invoice 

 

 

  

M o d u l e s  >  P u r c h a s i n g  –  A / P  >  A / P  I n v o i c e  

C o c k p i t  >  O p e n  D o c u m e n t s  >  G o o d s  R e c e i p t  P O s  

INVOICE 

1. Open the Goods Receipt PO related to the goods being 

invoiced  

− Find the GRPO via Open Documents 

 

In the following scenario, we will be 

invoiced for the varieties of malts we 

received from our Vendor Briess 
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3. In the lower 

right corner, 

click <Copy 

To> and select 

‘A/P Invoice’ 

 

2. Select the Goods Receipt PO from the Open Items List 

− Drill in using the yellow arrow 
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4. Verify the quantities being invoiced match with what you received  

− Make adjustments if necessary 

5. Verify the unit price is correct 

− Make changes if necessary 

 
 

6. Click <Add> <Yes> 

 
 

Being charged 

for freight?  

See Freight 

Charges 

section for 

more 

information! 
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7. Preview, Print and/or Email the A/P Invoice directly 

from the ORCHESTRATED Toolbar! 

 

A/P INVOICE 
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Relationship map 

  
To view how the Core Purchasing Functions correlate, simply 

open a function (i.e. A/P Invoice), <right click>, and choose 

Relationship Map. 

Closed Lock: Function is closed 

Open Lock: Function is still open 

Red Bar: Money is due  

You can drill 

into any of the 

functions by 

double clicking 

on the specific 

function you 

wish to view 
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Real life practice scenario 

 

  

 

 

 

 

 

 

 

 

 

 

Penny handles accounting for the Brewery. She just checked her 

inbox and notices she received an invoice from Hopunion for Z-

Type Hops. Can you help her create an ORCHESTRATED A/P 

Invoice? 

1. Open list of open GRPOs 

2. Search for and select correct GRPO 

3. From the GRPO, <Copy To> ‘A/P Invoice’ 

4. Verify invoiced quantities 

− Make changes if necessary 

5. Verify Unit Price 

− Make changes if necessary 

6. <Add> <Yes> 

 

 


