©

ORCHESTRA

Purchasing Practice
Lab (Beer)



Contents

(@ YT V1 TP 3

Exercise 1: Add @ PUICNASE OFUET .......oovviiiiiiiiiiiiiiiiieeeeee ettt 3

Exercise 2: Create a goods reCeipt PO .......oouiiiiiii s e e 5

Exercise 3: AAdiNg @n A/P INVOICE.........euiiiiiiiiiiiiiiiiiiieieeee ettt 6
Create from the corresponding goods receipt PO ..........oouiiiiiiii i 7
REIAtIONSNIPD MAP ... e e e e e e e e e 7
Check That Inventory was Updated.............cooviiiiiiiiiiiiiiiiieeeeeeeeeeeeeee e 8
Scenario: Partial DEIIVEIY ......ccooiiiiiiii et e e e e e e e e e e e e anaae 9
Create a NeW PUICNASE OFUEN........uueiii et a e e e e e e e et e e e e e e aeeeennes 9
Receive the Partial DEIVEIY........cooi et e e 9
Check the INVENTOIY STATUS.........coiiiiiiiiii e 10
Receive the Rest Of the OFder ... 10
Create One A/P Invoice for both GRPOS ... 11

04.01.2020.F1 Purchasing Practice Lab (Beer) 2



Overview

This exercise will walk you through how to complete the three major steps of purchasing: purchase
orders, goods receipt POs, and A/P invoices. We’'ll also go through a couple scenarios that you may
come across. These exercises may fall into the responsibilities of more than one person; we
recommend anyone involved in the process complete the lab. Remember, the more information you put

into Orchestrated, the more you get out of Orchestrated.

Exercise 1: Add a purchase order

In the setup lab, we added a new vendor and a new malt. It’s time to order
some! Remember that this is an “in pencil” document that shows that we’ve
ordered more materials,but doesn’t affect our actual inventory.

1. Navigate to Modules > Purchasing — A/P > Purchase order,
or click it from your Common Functions box, if you've added it

already.

The purchase order will open. Note that all but one of the fields are white. This means that we are in Add

4. Choose ‘OHoney’

Vendor information will populate in the top left

5. Check your dates! You can backdate
documents if you’re running behind.
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Mode.
2. Name: Type “*” and press >TAB< to bring
up a list of vendors.

3. Search: “OH”
NOTE: If the list isn’t filtering by what you

typed, make sure that it’s filtering by “BP
Name.” You can fix this by double-clicking
the heading of that column. A black triangle
will appear to show that it is sorting in that
column.

. f Busi P T HEE L
Find oh|
# BP Name a BP Code BP Balance
26 OMHoney V1003 0000 &
27 Rocky Mountain Barrel Company V1041 0.000
28 S.S. Steiner, Inc. V1045 0.000
25 SaxcoInc. V1047 ~40.130
30 Sparkling Clear Industries V1051 -3,772.850
31 Spaciaity Products & Insulstion v10s3 0000
32 State Comptroller V1055 0.000
33 Sysco V1057 0.000
34 Total Industrial Services V1053 0.000
35 TwsH V1061 0000
36 Universal Engine Services V1063 000~



Wandar N1003 M. Pomary bl |l ] -0

P Oarey Shus Opan

Contact Persor Saieal i Postng Deie T —_—
Wendar Ref. Na. Do, ary o aynnT

8P Currency |- | Document Daste - N

Change posting date to two weeks ago, and delivery date to one week ago.
6. Inthe contents tab, we’ll add the new item.

¥
Item/service type: choose [ Contents | logits | Acountng [ Atachments |
‘ |te m ’ Ttem,Service Type Ttem il Summary Type Mo Summary -
#  Ttem No. Ttem Description Quantity Unit Price Discount % Tleee
Item No: Type ‘RM’ and 1] | 0.0

press >Tab<

This brings up the search again, showing all
items with the ‘RM’ code (‘Raw materials:
malt’)

Scroll until you find your honey malt
and choose it.

The item and it's information populate into the chart. If you have
purchased the item from this vendor before, the purchase price
will auto-pODU|ate for [Purchaseorder. O

Oou. ::r:v V1003 .:’;“ Primacy | 10013 ]
Y S o
7. Verify the :‘;r:::[::::a s =i = :: -
amount and purchase
price. Today’s order . — —
IS. Tterny/Service Type Ttem hd Summary Type o Summary hd
Quantlt! 30 x- "":':;, ::'l'lormr Harey Q_“MW u“:::‘m m“om TMD

Unit Price: 13.50 :

I l (1]
Note that unit price in
this case refers to the . .
cost per pound, not

—_ Mo Sales Emploves- hi Total Befors Dacount 3 405,000

total cost. o Cocount “
L
) Royndng 5 0,000
Your total payment is T s a0

down at the bottom.
Remember this is an estimate, and the purchase

order won't affect financials.

8. Double check that all your info is correct.
9. If everything looks good, click <Add>

The box will clear and a green bar will appear along the bottom of the screen letting you know
that your order was added. Success! Your purchase order has been created.
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Exercise 2: Create a goods receipt PO

In Exercise 1, we created a purchase order for some malt. Now let’s fast forward a week to the
time the malt arrives. To record its arrival, we’ll need a Goods Receipt PO (GRPO). Remember
that GRPO adds to our inventory but doesn’t affect financials.

Create from the corresponding purchase order

1. From your Open Documents widget, click on Purchase Orders.

A window appears showing all your open Purchase Orders.

2. Find the order for OHoney. Under

“Doc No.”, click the gold Drill-Down
Arrow to open the Purchase Order.
3. Check the Purchase Order to make sure this is the correct one.

Curraney
Doz Mo

. 10006
10002

b 10033
V10004
- 10006

4. Click G. Receipt PO.

Sywtan Currency i
Vardor Code  Vendor Mama

Vil
V1000
o W3
VD67
VLTS

Bear Packaging Suppies Int]
Briass

OHoney

Wiestern Square [ndustries
Wsast Inc.

Vengor Ref. No.  Dus Date

135005

022817
ozoei?
032117
02f10/17
02/21/16

Amgunt Het
$ LA32000 % 2.832.000
$425.000  §425.000
405000  §405.000
$ L250.000 % 1,750,000
$71000 72000

§ 4984000 § 4,584,000

Tax

§ 0.000
§ 0.000
% 0.000
$ 0.000
$ 0.000

If so, click

Hame DhHoney Stita
Cortect Purser Sateal Peatng Gate o
‘endos Bl e Dabvary Cute T
L Cutriraty =) Distursan Dals LT
Contaris Logescs | Acosuriing Abtachmanta
Sterterves Type T Surmary Ty e -
s W e Dsscritizn Quanty  UntPros  Docoustd T
1 o AMIOE Mok Gragen Honey B 305 W B
2 ]
“ v
e -Has Saiea Employaa- L Totai Before Descount 3 405,000
Dhumar [ .
Frugre
T
Totai Pyman Ous 4 43200
Aemarks
ok | [ cames | Cepy Tor

The goods receipt PO window opens. It looks almost exactly like the purchase order. All the
information should have copied over. If anything is incorrect, you can update it now.
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5. Check your dates! For this exercise change them to match the delivery date on your PO.

Bgwes from Documents
#  Doc. No. Ttem Mumber Ttem Description Whsze Code | Total Needed Tetal Created
1 BD 10028 RM2045 Malt Oregon Honey Al 30

# Batch Oty Batch Attribute 1 Batch Attribute 2 Expiratic...
1 032117

L ¥
Created Batches Created Qty

[ updste || Cancel Butomatic Creatian...

6. Check the quantities, and make sure they match the actual delivery. For this exercise,
we’'ll say they do.

Click o<

Click Yes.

© ~

The Batch Setup window appears.

9. Enter a batch number for your malt.
10. Click . The full quantity will populate into the Qty field.
11. Click Ee< ]

12. Double check that everything is correct.
13. Ifitis, click 2]

The window will clear and you’ll see the green bar across the bottom. This Goods Receipt PO
has been added.

14. Click or press >ESC< to close the window.

Exercise 3: Adding an A/P invoice

The final step in purchasing is also the most important: The A/P Invoice. This step can’t be
skipped, because it's where the actual financial changes are made. If there is not already a
Goods Receipt PO on file, this will also make the changes to inventory.
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Create from the corresponding goods receipt PO

The process for creating an A/P Invoice is nearly identical to creating the GRPO.

1.
2.

3.

From your Open Documents widget, click on Goods Receipt POs.

Open the GRPO for this order by clicking on the gold Drill-Down Arrow next to the
Document Number.

Make sure this is the correct GRPO. If it is, click Copy To > A/P Invoice.

Check your dates in the upper right hand! Note that Due Date is automatically 30 days
from the Posting Date, because our vendor's Payment Terms are set to “Net 30 Days.”
Very carefully look over this invoice to make sure the information matches the invoice
you received. You can edit any information that has changed before you submit this
document. For this exercise, we’'ll say everything matches.

Click [_#% |
Click

Relationship Map

1. With the A/P Invoice

window still open, click the

Last Document button =1

AP Invoice 1o
The invoice we just completed appears. c:.”;p.m ﬁ:” - pi;wmm ::‘:
2. Right click anywhere in the gray area - T
3. of this window. — - o
Item/Service Type Item Dk i

4. Select Relationship Map e E;“,Ea': =

@i Volume and Weight Calculation...

Opening and Closing Remarks

Inventory Posting List
Related Activities
FE  Transaction Journal..
1 [E  lournal Entry L4
Applied Transactions
Buyer “No Sale Employes- Batch Number Transactions Report
Ovimer Related Opportunities
Tax
o o Total Payment Dus $ 405.000
Remarks [Bzsed On Purchass Orders Applisd Amount
10033, Based On Goods B
o Balance Dus £ 405.000
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The Relationship Map window opens up.

This window will show you all the e, v —
documents that are linked to this one. P

In this case, we have a simple flow of =
Purchase Order>GRPO > A/P

Invoice. You can see the padlock in

the upper right of the PO and GRPO

are closed, showing us that those — . B R
documents are closed.

5. Click or press >ESC<
to close the window.

Check That Inventory —
was Updated

1. Open the Item Master
Data function from
your Common

 Item Master Data |= B3|
Functions or from e E—
Foreian Name Purchase Item
Modules>Inventory>ltem Master Data. — - o — :
UoM Group Manual /2 BarCode ™=

Process Type Hor
I T

iy Inventory D...| Planning Data| Production Dats| Properties| Remarks| Attachment:| Batche:

2. Item No.: “RM” and press >ENTER< Sy L. ) RECEEESeRRs
UcM Name b Required (Purchasing UoM)
3' SeIeCt the Oregon Honey Malt # WhsaCode  WhseName locked |InStock  Committed | Ordered | Avalable | Min. In..
1 = AL Main Warshouse E El E
4. Open the Inventory Data tab.
5. Look at the inventory table.
You can see here that our “In Stock”
. e
now shows 30Ibs, all in our

warehouse Al.
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You've completed the basic flow of documentation for Purchasing. Well done! Grab a beer
and come back, and we’ll go over some additional scenarios you'll want to know.

Scenario: Partial Delivery

Of course in a perfect world your order would be delivered as a single delivery, but sometimes
that doesn’t happen. Fortunately, from one Purchase Order, you can record each delivery
accurately as it comes in, even if it's not complete. This scenario will walk you through a partial
delivery. It's nearly identical to the delivery you practiced above, so we won’t go ad in depth with
the steps that are the same.

Create a New Purchase Order Purchase Orcer BED

Vendor V1003 No.  |Primary v|'10033 -lo
Name OHoney Status Open
Contact Person Salest x| Posting Date 03/14/17

1. Create a Purchase Order identical to the one e s o
from Exercise 1. ) o ‘

Vendor: OHoney e Lo S
Item: Oregon Honey Malt BT e N

S!uantlg ! 30|bs ; RM2045 Mat Oregon Honey B 300 s13.5000 g:z B
Price: $13.50

o0 T

Submit your purchase order. ‘ ’
Close the Purchase Order Function. == T T — P 050

Discount %
Freight

[C] Rounding $0.000
Tax

Total Payment Due $ 405.000

w N

Receive the Partial Delivery

Go to your Open Documents and select Purchase Orders.

Find and open the order you just created.

Copy To a new Goods Receipt PO.

When the information copies in, submit this GRPO as normal but change the

quantity of malt in this order to 15. This will tell Orchestrated that you have only
received half of the order and are still waiting on the other half.

TN s

Click £_*# ] and complete batch selection as normal.
Add the GRPO.
Close all open windows.

No o
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Check the Inventory Status

1. Once again, in your Open Documents, select Purchase Orders.

2. Find and open the purchase order you just created.

3.  Drill into the item number by clicking the yellow arrow next to it. The item master data for
our malt will open.

4. Click the Inventory Data tab.

Unit Price Primary Curre™

 Item Master Data =] E3 |
Notice that now we have 45Ibs in stock. 30 are from our e 2 oy
delivery in Exercise 2, and 15 are from the partial delivery ——— = S B pmmeten
we just took. e O i)

pisd
[ Gen..| Purchasing D...| SaksD. loventory D... | Planning Data|_Production Dats| Properties| Remarks| Attschments| Batches

We also have 15 still showing
as “Ordered.” This is what remains undelivered from e 5 P )

bt finimum

our Purchase Order. —

Set G/L Accounts By (Ttem Group - Manage Invenigry by Warshouse

Our “Ordered” and “In Stock” quantities combine to G § 1 1
give us 60 available pounds of Oregon Honey Malt. [ Wher -, [Wihe . [Locked i stack_[Comitied [Ordred [ vable | o T Pl T [l

1 = Al |Masin Warehe [ ] 45 15 0

2 O

Receive the Rest of the Order

[l »

Finally, the rest of your order has arrived! Bring it into
inventory the same way you brought the first half in.
1. Under Open Documents, choose Purchase —
Orders.
2. Open the same order for Oregon Honey Malt.

Notice that the order is still open and editable. If the order had been entirely received, it would
be greyed out.

3. Copy To — G. Receipt PO.

A new GRPO will open, but notice that this one is only for 15lbs. Copying to a new document
like this will only copy the open amount. Received amounts will be excluded.

4. Process this GRPO as normal to bring everything into inventory.
5. Check your Item Master Data to confirm that all the items are now showing “In
Stock.”
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Create One A/P Invoice for both GRPOs

Even if your order ends up split between two deliveries, you may still get one invoice. You can
reflect multiple deliveries on one A/P Invoice.

1. Open a new A/P Invoice by going to Modules >
Purchasing —A/P > A/P Invoice

2. Choose your vendor. We are invoicing the two
deliveries we just received, so we will choose OHoney.
3. Check your dates!

4. Inthe bottom right, click and select Goods Receipt
PO.

5. A window will appear with open GRPOs from this
vendor. To select multiple lines, hold CTRL and click.

6. Click on the next window, make sure the selection
matches this, and click Finish.

Row Ex. Rate for Prices

() Use Row Exchange Rate from Base Document
() Use Doc and Row Exchange Rate from Base Doc
() Use Current Exchange Rate from the Exchange Rate Table

(®) Draw all Data (Freight and Withholding Tax)
~ !
(_) Customize

7. The information from e
the two Goods s i
Receipt POs has .

populated into this e

invoice. We can make Purchase Onder i

adjustments as with A — Por

any other A/P Invoice. 04257 i 7 O

8. When you are ready, P b e g
Add this invoice. P

9. 10. When it is B
added, click the Last
Document Arrow to

reopen the A/P Marketing Document: Document Tree v
invoice. Go Back Ga Forward

$202.50
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10. Right click anywhere in the grey area and select Relationship Map.
11. The relationship map will show the one initial purchase order, the two goods
receipt Pos, and the one invoice.
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