How to create Sales Order PO's for
each individual Sales Order
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Overview

When you create a Sales Order you may need to purchase 1 or more items (from 1 or more vendors) to sell to your

customer. This article explains how to do this process, step by step, for all items on one Sales Order that need to be
purchased.

Before You Begin
This article assumes you have already created a Sales Order.

Steps

1. Onthe Sales Order screen, make sure the PO checkbox is checked for each item on the Sales Order that
needs to be 'special ordered' for that Order.

Tip: If you add a default Vendor (on the Item Detail screen for the item) it will auto fill the
Vendor field on the Sales Order line item.

2. Click the Create PO's button. This will open the Sales Order Purchase Orders (to create) screen.

Sales Order Purchase Orders (to create) Admin &
_ show All Bill To ship To @ warenouse Customer (Drop Ship)
@ selectone
- SAN261111-0001 v*Q  Anaheim v*Q  Anaheim vxqQ
1061 N Grove Street, 1061 N Grove Street,
Anaheim,CA 92806 Anaheim,CA 92806
8889998899 8889998899
=
B sales Order Date Sales Order # Customer Bill To Name | ltem Number Item Description Vendor Qty Ord Qty Shp  VendorCost  Vendor ltem #  Extended Cost
11/11/2026 SAN261111-0001 Q AsC Company HO1000254¢ Q2008 HONDAACCORD-2010-Front bumper cover X Vendor xQ 1 0 $30.00 $30.00
O 11/11/2026 SAN261111-0001 Q asc Company HO2502130¢ Q2008 HONDA ACCORD-2012-LT Head! lamp assy wxQ 1 0 $0.00 $0.00
11/11/2026 SAN261111-0001 Q aABC Company HO1200222 Q2008 HONDAACCORD-2010-Grille assy (Sedan; TYC - Texas xQ 1 0 $55.45 $55.45
111112026 SAN261111-0001 Q asC Company HO3015100 Q2008 HONDA ACCORD-2012-Upper radiator hose  American Collision ¥ % Q 1 0 $45.00 $45.00
1-40f4
Auto fill records with empty Vendor with the first selected Vendor.
Show Item Vendors || Refresh Proceed (Show Prebuild Summary) Close

3. Make sure each line item has the Vendor you want to purchase the item from and the Cost you expect to

pay.



4. Click the Checkbox (on the far left side) for each line item you want to add to a PO (or click the Checkbox
above all the checkboxs to select them all).

5. Click the green Proceed (Show Prebuild Summary) button. This will display the Sales Order PO's - Prebuild
Summary.

Sales Order PO's - Prebuild Summary

Vendor Existing PO PO Total Create PO Group
TYC - Texas v Q §55.45 v
American Collision Parts v Q £45.00
X Vendor v Q $30.00 v
Total $130.45

Close Unselect All Create/Add to PO's

6. Click the green Create / Add to PO's button. This will:

a. Create (and open) each new PO created.
b. Insert (and link) the proper Sales Order # into the associated Purchase Order Line Item.
c. Insert (and link) the proper Purchase Order # into the associated Sales Order Line Item.

d. Reserve that PO Item for that Sales Order #. (So it cannot be sold to another customer when it arrives).

Note: Instead of creating a new PO, you can add the item(s) to an existing PO (sometimes called
Blanket PO) by selecting the PO from the Existing PO drop down list.




