Purchasing Concepts

The goal in every business is to provide quality products, services, and experiences to customers, while making a
profit so that business may continue.

The process of selling an item at point of sale may seem simple but the journey that item followed to get to the
sales floor and ultimately to the customer didn’t just happen. It had to go through the purchasing process.

This course introduces basic purchasing concepts and important fields in the Purchasing and Receiving
application.
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Purchasing Concepts

Solid Purchasing and Receiving procedures help make sure you have the right products on your shelves, at the
right prices.

Purchase Orders are used to track which supplier was used, when products arrive, and the exact cost of that
merchandise.

A best practice is to create Purchase Orders for all items brought into your store.

Purchase Orders improve the dependability of your data, helping you get true profit margin figures, and
accurate inventory values.

They also help you answer important questions like:

How many are we ordering and when should they be here?

Is there freight or other adders that we need to consider when creating our retail price?

What are the terms my vendor has agreed to for payment?

Keeping your inventory accurate by creating and receiving Purchase Orders, helps you stock what you need and
offer it at a competitive price.

Header Screen

The MPO Header screen gives you general information about your Purchase Orders.

You can create a new Purchase Order here, or view an existing one by selecting the View PO button.
This opens the Purchasing Viewer.

Use this dropdown to search for a PO by Vendor.

You can change the search field by using the change lookup link.

Choices include SKU, alternate PO number, and manufacturer part number. Select OK.
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To display a Purchase Order on the Header screen, select it from the list and press F4 or the Select button.

The Header screen displays the basic information about the PO, including the created date, due date, reference
number, shipping address, and more...

The Buyer’s ID is the user who created the purchase order.
Links labeled Terms, and Special Instructions show additional information about credit terms and related notes.

The Totals section shows you details about, the cost, freight, and other charges that are related to the purchase
order.

If you want to view the items posted to a PO, select the Post button to head over to the Posting Screen.
This is where quantities are received, and costs are updated.

You can toggle back and forth between the Header and the Posting screen at any time.

Posting Screen
Items that have been added to a Purchase Order are visible on the Posting Screen.

Selecting a line displays the details in the corresponding fields, including the SKU, Quantity on Order, and cost of
the selected item.

You can customize the viewer to include and sort the information you need.
Right Click on the column header and choose Columns to View. Select the desired columns, and press Apply.
If you’re adding more items to a Purchase Order, fill in the Item SKU field, and press enter.

If you don’t know the SKU, you can type a keyword in the Description field and hit Enter to pull up the Item
Viewer.

Choose the desired item, and press F4 or the Select button to add it to the posting grid.
The ribbon menu has the Tools and Reports tabs to help you manage creating and receiving P.O.s.
Some reports that you’ll use often are Print or Fax Purchase Order, and Receipt Posting.

If you need to go back to the Header, of this PO, select this button on the Home tab.

Recap
Purchasing and Receiving procedures ensure you have the right products on your shelves, at the right prices.

Using purchase orders to track the suppliers used, when products arrive, and the exact cost of that merchandise
helps maintain an accurate inventory.

This course introduced basic purchasing concepts and important fields in the Purchasing and Receiving
application.
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The contents of this document are for informational purposes only and are subject to change without notice. Epicor
Software Corporation makes no guarantee, representations or warranties with regard to the enclosed information and
specifically disclaims, to the full extent of the law, any applicable implied warranties, such as fitness for a particular purpose,
merchantability, satisfactory quality or reasonable skill and care. This document and its contents, including the viewpoints,
dates and functional content expressed herein are believed to be accurate as of its date of publication. The usage of any
Epicor software shall be pursuant to the applicable end user license agreement and the performance of any consulting
services by Epicor personnel shall be pursuant to applicable standard services terms and conditions. Usage of the solution(s)
described in this document with other Epicor software or third party products may require the purchase of licenses for such
other products. Epicor, the Epicor logo, and are trademarks of Epicor Software Corporation, registered in the United States
and other countries. All other marks are owned by their respective owners. Copyright © 2021 Epicor Software Corporation.

All rights reserved.

About Epicor

Epicor Software Corporation drives business growth. We provide flexible, industry-specific software that is designed
around the needs of our manufacturing, distribution, retail, and service industry customers. More than 40 years of

experience with our customers’ unique business processes and operational requirements is built into every solution—
in the cloud, hosted, or on premises. With a deep understanding of your industry, Epicor solutions spur growth while
managing complexity. The result is powerful solutions that free your resources so you can grow your business. For

more information, connect with Epicor or visit www.epicor.com.
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