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PURCHASE ORDER CLOSING — CANCEL AND CLOSE PO

SESSION/DIAGRAM INSTRUCTIONS
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1.2 CANCEL PURCHASE ORDER LINE
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Cancel Purchase Order Detail Line X

CANCEL | CLOSE

Order: 360005303

I. Insert the change reason and type in the
2v B~ specified fields. Then click “Cancel”.

Line: 1 2

Change Information for Lines

Purchase Acknowledgment:

Change Order Sequence | QE‘
Change Reason:| | C01 qu Cancel PO I
Change Type: | Cc_OL QEl Cancel Order Line
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Print Errors
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Select Device

CONTINUEl CLOSE SAVE DEFAULTS CLEAR DEFAULTS GET DEFAULTS SELECT LANGUAGE...

File
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Now, the backorder line has been
successfully cancelled. Save and close the
session.

J. The PO status is now “Modified”. Next,
click “Approve”.

K. Go to “Actions” and select “Process” in
order to close the PO.

L. Click the “Process” command button.

M. Insert “D” and click “Continue”.

The session shows that the Purchase Order
has been successfully closed.
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Receipts
(2 Print Purchase Invoices
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PRINT CLOSE SPECIFIC ORDER(S) RESET SELECTION

Selections P

Print Purchase Invoices For Purchase Order

Settings
Print Already Printed Invoices
Invoice Series: | ITT oF N
Invoice Date: *| 2377/2021 =% 1441 0]
Text
Quantities Printed In Order Unit A

Selection Range

From To
Purchase Office Qz - | 222277 oF
Buy-from Business Pariner OF - |zzzzzZZZZ [s5
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Purchase Orderl ITT005002 a3 - [iTToos002 EIO
Purchase Order Type: || Q7| - |22z [oE
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Variant Options

1.3 PRINT PURCHASE INVOICE AND
PDPO :

This step is done if the PO line is complete
maintained.

Open session “Print Purchase Invoices”

N. Insert 3-first free number in the “Invoice
Series” field.

O. Insert the “Purchase Order No” in the
“Purchase Order” field. User may insert PO
No by range if any.

P. Next go to “Options” tab.

Q. Tick “Final Invoices” checkbox.

R. Click “Print”.
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CONTINUE | CLOSE SAVEDEFAULTS CLEARDEFAULTS GET DEFAULTS SELECT LANGUAGE...

Printer Display Send Message File
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Printer Display Send Message File

Device: || D QF Display | U
Report tdpur440403000 Proforma Purchase Invoice Consumption Details
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S. Insert “D” in “Device”.

T. Next, click “Continue”.

U. Insert “D” in “Device” in order to print
the PIV.

V. Next, click “Continue”.

The report shows the example of printed

Purchase Invoice.

W. Next user need to run Process Delivered
Purchase Order to close the PO. Go to
“Actions” and select “Process”.

X. Next, go “Actions” and select “Process”.
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CONTINUE | CLOSE SAVEDEFAULTS CLEAR DEFAULTS GET DEFAULTS SELECT LANGUAGE...

Printer | Display | Send Message  File

Device.||D QE| Display | Y
Report tdpurd22301000 Error Report
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PROCESS | CLOSE z 1 v &

Settings
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Y. Insert “D” in “Device” and “Continue”.

Z. A message “Process Completed” appear
at the bottom of the session once complete.
Then, click “Close”.

Now the Purchase Order has been closed
successfully.




