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PURCHASING 

 

Function 
Description 

Placing New Purchase Orders and manipulating existing purchase 
orders handle inventory replenishment. An existing Replenishment report 
(including e-store upon availability) helps storeowners to plan their future 
purchase orders. When products arrive, the Receive Purchase Order 
option adds them to the inventory. 

  
Entering New PO 

Step 1 – Select Supplier 

 
 
 

  
 
 

Continued on next page 

 Click on the “SELECT” button   next to the supplier you are purchasing from. 

 Click on “ACCEPT SUPPLIER” to accept or “CHANGE SUPPLIER” to change. 












































