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Instrucciones para generar una orden de compra manualmente

Presione la secuencia de pestafias: Proveedores/Suppliers 2 Nueva/New = Orden de Compra/Purchase Order

File View Company Customer Motes Receivable CRM | Suppliers | Employees  Payrell Banking Fixed Assets  Inventory  Service  Wholegoods Lease  Rental f
RIMSS WinNetStar | | New > | 1305 Supplier
Find r | I 1310 Purchase Order Ctrl+P I ‘
Pay Bills 1315 Itemn Receipt/Bill  Ctrl+U
Supplier Statements 1320 Pay Supplier Statement
Uzer Defined Fields
Print 1099 Forms
Se abrira una ventana con la orden de compra en blanco.
| Ramss WinhetStar | [ New Purchase Order % |
Save  Saveand Close  Save and New  Save and Approve PO Szveand Print Export..  Grid Print Veoid  Edit Approved PO Print Receiving Report Pre-Order Edit  Add Whelegood Line Items
[oneral ]II |=] Attachments |
Purchase Order Header (Ctrl-F9)
Document Status: Open PO#: O Doc. Date: |2/6/2017 | v Export Date:
Approval Status:  Unapproved App. By: App. Date: Supplier Order #:
Supplier Information Shipping Information Messages
Mame: Ship Ta: i Mame: RIMSS TRUCKS Supplier Message:
@ Location
Address 1: O customer | Address L 103 EAST BOULEVARD | == || R ———
Address 2: = Address 2: P.0. BOX 671
City: Shipping Method Attention:
State: Zip Code: brl city: WILLIAMSTON
Phone: Exp. Delivery Date State: NC Zip Code: 27852
Fax: 2/6/2017 R
Ttem Mumber (Ctrl4):
Purchase Order Detail
Line Type | Mumber Mame Description Primary Bin | Order Type |Reference |Memo | Quantity | Unit Cost Total | Qty Reovd | Status | Source Doc Type | Source Doc Mumber | Source Salesman




Seleccione el nombre de su Proveedor/Supplier

[ R1v5S Winetster | [ New Purchase Oder |

Save Saveand Close Saveand New Saveand Approve PO Save and Print  Export..

Mﬁnm\s]

Purchase Order Header (Ctrl-F9)
Document Status: |Open PO#: 0 Doc. Date: | 2/6/2) | { ] Cren )
Approval Status: Unapproved App. By: App. Date: i i /‘
Supplier Inf ti Draga lul‘."ll':a(.':l l:lﬁ gluupbv‘ﬂ\c!y
Name: I.nTw v 51;1;7&!2 Refld |Supplier Type |Primary Contact | Primary Contact Work Primary Contact Mobie | Bil To Bil To Bil To Bl To B
Address 2 / 7
aity: /
State: Zip Code: i/
Fhone F 4 Exp. Delivery Date
Fax /
Ttem Number (Ctri-h):
Purchase Order Detail
En el campo "Nombre/Name" presione en los puntos ﬁ
suspensivos(...) para abrir la ventana de busqueda
"Seleccionar Nombre/Select Name™
P ||
Busque usando cualquiera de los campos "ldentificacion X
del Sistemal/System ID", "Identificacion de Referencia/ e [Eveerd
"Reference ID" o "Nombre/Name" ' |
| -
7 K
Select Mame “/
System ID Ref 1D Fame
[[fresoht ] (_Fetn D
Default
Drag a column header here to group by that cobumn | Usar 'EI astenscu [*] 'En 'En 'EI :_ampo d'E
Inactive ¥| Supplier Mame Supplier Fuef Id o
"Nombre/Name" ayuda a buscar el nombre del
v B Proveedor mas eficientemente.
False ABF FREIGHT SYSTEM INC 510 BOX
L False COMN-WAY PRETGHT INC 5540 r B O BO
[l False SOUTHEASTERMN PREIG... 21002 . PO BOX
False CAROLINA FREIGHTLIM.,. 23010 . 3500 ¥C
False TRIAD FREIGHTLIMNER 22900 i PO BOX
False UPS FRETGHT 23425 . PO BOX
False FEDEX FREIGHT 4851 .
False SALA LTL FREIGHT 5843 .
| - | -
x| # (nactive] = Faise' [Ecit Faer |
{ |




Después de seleccionar el Nombre del Proveedor/Supplier Name, tendrd la opcidn de introducir 2 tipos diferentes de lineas. Articulo/Item
(Numero de Parte) o Catalogo de Cuentas Contables/GL Account

HIMES wnistStar | | New Purchase Order % |

.

Seve  Savesnd Close Saveand Mew  Save and Spprove PO Sove and Font Ewport.. Grid Print Woid  ©d Approved PO Print Receiving Report  Pre-Ovder Edit &dd Wholegood Line Hems

Fﬂm—u]r, 1 dteachments |

Purchase Order Header [Cird-15)

Document Status: Open PO 0 Doc. Dabe: 2062017 | Export Date:
Approval Statws: | Unsggeoed App. By: App. Date: Supplier Drder #:
Supplier Information Shipping Information Messages
Haumez: HAVISTAR INC. e Ship To e RIMSS5 TRILCKS ol Guppler Massage:
Address 1: SUITE Mated = © Locaton Address 1: 163 EAST BOULEVARD foee]
: ) Customer - Trternal Mema:
Address 2 Address 2! P.0. BOX 571
City: KHOUWILLE Shipping Methad Attention:
Stabe: ™ Tip Code: I7919-3805 E Citys WILLIAMSTON
Fhare: e Exp. Delrvery Date Sinbe: HC Tip Code: 7852
Fao: = 017 E
Presione laflecha ¥ del de menu despegable y seleccione el tipo de
cargo al que se le esta dando entrada, "Articulo/ltem” o Cuenta

Contable CCIGL.

—




Agregar manualmente en “Numero de articulo/Item Number” a la Orden de Compra

Si conoce el nimero completo del articulo-parte, dele entrada o solamente escriba una parte del nimero en el campo Numero de Articulo.
También podra usar el asterisco (*) para ayudarlo en la busqueda del numero de articulo/Item Number.

—

RIMES. Wink - . - T
> Al tecleear un numero parcial de articulo, se abrira la ventana de —
(G busqueda. Presione dos veces "Numero de Articulo/ltem Number" para
mise — Seleccionarlo. El " Tipo/Type" de linea sera seleccionado
bl
Price Boak Them Mumber EM Desision [tem Desmiption
Masse; MANISTAR ING. Fi Ship T Ehbu-' WILLLAMSTCR p= a8 Price Bocks i m [ [ ek )
Address 11 SLITE K300 = _.-,mm
Address / = E ] catsgery Grop Clase Ericng Sourte Stock Class
ty: KNOKVILLE Shpping Mrthed " 2} 2| K2} =] ] Indude Cataing
i state: ™ Tp Code: 37905 |
Prasne: E Exp. Duhewry Dabe
Faee - 2p[2017 | |Amdnn |-m‘?|r|.u |Dah5ul\c: ]an'hrl |mc=nmlc |J.u-uu-h=r = :uﬁ l1:!:-11 |Duubﬂnm |Pubu: |qu-| |nmmni
|:||n-mu1-ber Euli: 10422 | = e
Purchase Drder Detail B
[une Type |lurh,tu1e|nuuwm [Prmary B | Order Tyme 'Il!fumc; =D Falsé =] Loestian WILLIA... CAS PHIHAR 198 EEMAN STARTER w00 oo
= | Presione dos veces el numero
Y dearticuloparaagregarala
f3¢] B Dctve] = Palse orden de compra.
1 ‘h
b =

Una vez que ha seleccionado el “Nimero de Articulo/Item Number”, le pedird que agregue la “Cantidad/Quantity”. La Cantidad/Quantity que
aparece por omision es 1.0, introduzca la cantidad requerida y presione OK.

- =




Como agregar una Cuenta Contable/GL a una Orden de Compra.

. &

[ RIMSS WirtéetStar | bew Purchase Order % |
Save Saveand Close Saveand Mew  Save and Approve PO Saveand Font Export..  God Pt Void  Edit Approved PO Print Recerving Report  Pre-Order Edit

Add Wholegood Line ltemns

Purchase Crder Header (Ctr-F3)
Document Status: | Open | om0 | DocDate: 262017 |w] Export Date: |
Approval Status:  Unapproved App. By: App. Date: Supplier Order &:
Supplier Information Shipping Information Hessages
Mame:  MANISTAR INC. - ShipTos [ Mame: | RIMSS TRUCKS [ Supphier Message:
(=) Location
Address 1: SUITE NS00 =ee ) Customes Address 1: 103 EAST BOLLEVARD H Trbemal Memg:
L, address 2: - Address - P.0, BON 671
|| cty: KMCIVILLE Shipping Method AHantien:
Seate: ™ ip Coda: 3M19-3805 I-ﬂ Cityz WILLLAMSTOMN
Phore: e Exp. Dedivery Date State: MNC Zip Code: 2792
Fax: = HE[17 I-ﬂ
Iresn Murmber (Cirl-b): " " .
€ Se ve agragar un cargo a una "CC/G/L" presione la flecha
Purchase Order Detail - "
| |L._Ew | — | — imm ‘ "l" en gl menu :EIIespegable_d'e la columna 'I'|pﬁ de
Lineal/Line Type". Esto abrira una ventana del "CCJ/GI
S Account” como se muestra abajo.

WILLTAMSTOMN WIL-4-35126-12 TIRE LABOR. REVEMUE

Presione dos veces el campo,

para agregar la cuenta deseada.

| }2¢| M starts with([Description], Tire )




[ RMSS WinNetstar [ ew Purchase Order X |

Save Saveand Close S5ave and New  Save and Approve PO Save and Print

Export.. Grid Print  Void Edit Approved PO Print Receiving Report  Pre-Order Edit

Add Wholegood Line ltems

[ @ General || [ attachments |

Purchase Order Header (Ctrl-F9)
Document Status: Open PO#: 0 Doc. Date: 2/6/2017 E:] Export Date:
Approval Status: | Unapproved App. By: | App. Date: Supplier Order #:
Supplier Information Shipping Information Messages
Name: | NAVISTAR INC. = Ship To: @ Location Name: RIMSS TRUCKS Supplier Message: |
Address 1: | SUITE N800 -1 O cus Address 1: 103 EAST BOULEVARD e M
|| Address 2: Address 2: P.0.BOX 671 :
City: | KNOXVILLE Shipping Method Attention:
State: ™ Zip Code: 37919-3805 _ =] city: WILLIAMSTON
Phone: o Exp. Delivery Date State: NC |Zip Code: 27892
Fax: . 2017 i i i
| - ! |2f6f B Introduzca el "Costo por Unidad/Unit Cost™ en la linea de la
Item Number (Ctrl-N): "ccieL”
Purchase Order Detail
‘ JLlneT\fpe ‘Nurbermame ‘D&wﬂon |Pdnaryah |0rdem.pe IReferenoe |Memo Qumlity| LHtCostl Total QtyRcvdlsmth |cheDocType‘Su.rceDocN.ﬂber|SouceSalesmanJ
Ttem 104221A2R-198 REMAN-ST... B-30 i 3.0 $212.0000 $636.00 .0 Open 0

m WIL-4-35126-12 (TIRE LABOR)

) N R

Después de que todas las partidas sean agregadas manualmente, puede incluir un mensaje o memorandum segun sea necesario.

[

| mmss

!mmuﬁ Save and Mew  Seepand Approve PO Seocacc Dot Export..  GridPrink Veid  Fde cppooed PO Print Recetving Report  Pre-Qeder Bt Add Whelegood Line Beme

SR 2 aun

s S
Purchase Grder Header [Cirl F9)

Document Status: e Pos: 0 meoate 2o =l Introduzea un "Mensaje a Proveedor/Supplier Message" o
Appreval Status Lnaporaved | App. B App. Dates un "Memo Interno/internal Memo" segun lo necesite.
Sapdier Infermation Shapping Infemmation
Mara: RANISTAR, [NC. : Ship Teo P y— Fames; M55 TRLCKS . IMessage: | Contsct Acoounis Parpsble with Sy Queshons
Adess 1t | GLTE OO - Adess 1! 113 EAST BOULEWARD = — F TR ——————
B Ak E = Adden % PO, BOKETL S
City: FHOVILLE Shippng Method Attentoe;
e ™ To Code: I3 el e WILLLAMETON
Phoes: Fd e oevery Dt State: s Zo Code [192 |
Fan el 20T F=
Them Kt 1814
Purchase Grder Detail

W

|m-w| Lt Cons

Totsl wnmlsu.

I 1OAC 1A 193 REMAR-ST....
¥ GL
L

30 FI0000  §EMLOO

et nomevem | e

0 Opery o




Después de introducir todas las partidas en la Orden de Compra, tendra varias opciones para guardar la “Orden de Compra/Purchase Order”. Elija
la opcidn que corresponda a su “Rol de Usuario/User Role” y “Permisos/Permissions”. Hasta que la orden de compra sea aprobada, no podra
utilizarla como base para crear un documento de “Cuentas por Pagar/IR/Bill”.

“Estatus de Aprobacion/Approval Status” = “No Aprobado/Unapproved”

File View Company Customer MNotesReceivable CRM  Suppliers  Employees  Payrell Banking Fixed Assets  Inventory Service Wholegoods Lease Rental Reports  Web Links  Windows  Help

[ Rimss Winhietstar | [ purchase Order - 48805 %]
I Save I lSave and C'DSEI Save and New ISave and Approve POI Saveand Print Export..  Grid Print  Void  Edit Approved PO Print Receiving Report  Pre-Order Edit  Add Wholegood Line Items

[ @ eneral || |7 attachments |

Purchase Order Header (Ctrl-F3)
Document Status:  Open PO #: Doc. Date: | 2/6/2017 E:i Export Date:

Approval Status: App. By: App. Date: Supplier Order #:

Supplier Information Shipping Information Messages
Mame: MNAVISTAR INC. Ship To: @ Locati Mame: RIMSS TRUCKS - | Supplier Message: |Contact Accounts Payable with any questions

= ocation

Address 1: SUITE N800 ] O Customer Address 1: 103 EAST BOULEVARD B Internal Memo: | Discussed with Mr Smith regarding Tire Labor
Address 2: Address 2: P.0. BOX 671
City: KNOXVILLE Shipping Methad Attention:
State: ™ Zip Code: 37913-3305 [ ctye WILLIAMSTON
Phone: -1 Exp. Delivery Date State: NC Zip Code: 27892
Fax: - 2/6/2017 B
Item Number (Cirl-M):

Purchase Order Detail

Line Type Number MName Description Primary Bin Order Type | Reference Memo Quantity Unit Cost Total Qty Rovd | Status Source Doc Type | Source Doc Number | Source Salesman

% Item .. | B3 3.0| $212.0000
GIL WIL-4-35126-12 (TIRE LABOR) 10 §50.0000 550.00. .0 Open 0

. I




Posteriormente de ser Aprobada
Una vez que la “Orden de Compra/Purchase Order” ha sido aprobada, no se podra agregar ninguna partida a menos que se presione la pestafia de

“Editar OC Aprobada/Edit Approved PO”.
[ RIMSS WinNietstar | [ Purchase Order -48805 |

Save Saveand Close Saveand New Saveand

[@sener ]| [ attachments |

Purchase Order Header (Ctrl-F9)

Grid Print  Void | Edit Approved

Utilice la pestafia de "Editar OC Aprobada/Edit
Approved PO" para agregar partidas adicionales a la

WIL-4-35126-12 (TIRE LABOR)

Beeee————————— el
T

Document Status: Open PO #: 43805 | Doc.Date: 2/6/2017 [* Export Date: | Orden de Compra.
Approval Status: Approved App.mn|leeri'nss\ | App.Date: 2/7/2017 | Supplier Order #:
Supplier Information Messages
Name: NAVISTAR INC. RIMSS TRUCKS Supplier Message: | Contact Accounts Payable with any questions
‘ Address 1: SUITE N800 | === 103 EAST BOULEVARD Internal Memo: | Discussed with Mr Smith regarding Tire Labor
! Address 2: P.O.BOX 671
City: KNOXVILLE
State: ™ Zip Code: 37919-3805 WILLIAMSTON
Phone: ke NC Zip Code: 27892
Fax: . ——
"Estatus Aprobacion/Approval Status” - "Aprobado
Ttem Number (CtrlN): | | Por/Approved By"

3.0| $212.0000| $636.00

1.0 $50.0000

$50.00 [ .0 Open 0




