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1. CREATING ITEMS.
Step 1.

Step 2.

Step 3. Fill all the details.
Mandatory field to be filled.
a. The base unit of measure(General).
b. Gen. prod. Posting group(Invoicing).

Step 4.Ok.

EDITING ITEMS.
Step 1.Items list.
Step 2. Select item and edit.

Step 3. Ok.



2. CREATING VENDOR LIST.
Step 1. Vendor list.

Step 2.New.

Step 3. Fill all the details.
Mandatory field to be filled.

a. Tax liable. (Invoicing).
b. Gen. Bus. Posting group. (Invoicing).
c. VAT Bus. Posting group. (Invoicing).

EDITING VENDOR LIST.
Step 1.Vendor list.
Step 2.Select vendor and edit vendor.

Step 3.Ok.



3.PURCHASE QUOTE.
Step 1.

Step 2.New.
Step 3.Fill all details.

Step 4. ActionRelease.
Step 5. HomeMake an order.
You can make an order from here or from the purchase order.

Step 6.Ok.

Step 7. Purchase orderSelect purchase order no.-Home-Release.



4.PURCHASE ORDER.
Step 1.

Step 2.Fill all the details.

Step 3.Release.
Step 4.Ok.

5.PURCHASE APPROVAL.
Step 1.

Step 3.

a. Approve: for approval.
b. Reject: for rejection and document will reopen in a purchase order.



6.GATE ENTRY LIST.
Step 1.

Step 2.New.
Step 3.Fill details and post.

Step 4.Note down this number.

Step 5.Ok.



7.WAREHOUSE RECEIPTS.
Step 1. Warehouse receipt.

Step 2.Select purchase order no.

Step 3.Get gate entry line and select.

Step 4.Post.
Step 5.Ok.

8.WAREHOUSE RECEIPTS APPROVAL.
Step 1.Warehouse receipts approval.
Step 2.Post.



9.PURCHASE INVOICE.
Step 1. Purchase invoice.
Step 2.New.
Step 3.Fill the details.

Step 4.Ok.

10.ITEM JOURNAL.
Step 1.Item journal.
Step 2.

Step 3.Select.



11.PURCHASE ORDER RETURN.
Step 1. Purchase order return.
Step 2.New.
Step 3.

Step 4.Select ship/Invoice/ship invoice.
Step 5.Ok.

12.TRANSFER ORDER.
Step 1.Tranfer order.
Step 2.New.
Step 3.

Step 4.Select ship/receive.
Step 5.Ok.



13.INDENT CREATION.
Step 1.Login portal.
Step 2.Othersindent.

Step 3.Create new indent.
Step 4.Fill details and add.

14.INDENT APPROVAL.
Step 1.Login the portal.
Step 2.Othersindent approval.
Step 3.View items.



Step 4.Approve/Rejection.

15.ISSUE LIST.
Issue list contains indent created by the employee/department from the portal.
Step 1.Issue list.
Step 2.Tick select

16.POSTED PURCHASE RECEIPTS.
Step 1.Posted purchase receipts.
Step 2.View.



17.PURCHASE RETURN ORDER LIST.
Step 1.Purchase return order list.
Step 2.View.

18.POSTED INWARD GATE ENTRY LIST.
Step 1.Posted inward gate entry list.
Step 2.View



19.REPORTS.
1.Purchase order.
2.Indent list.
3.Inventory ledger report.
4.Inventory levels report.
5.Expectation report minimum.
6.Expectation report maximum.
7.Stock statement report.
8.Pending purchase order.
9.Inward register report.
10.Daily issue report.
11.Pending indent report.
12. Vendor wise supplies report.
13. Item wise supplies report.
14.Posted register report.
15.Inventory ageing report.
16.Warehouse receipts register.


