How to create Sales Order PO's for a
batch of Sales Orders

Last Modified on 11/11/2026 9:54 am EST

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, step by step, how to view and batch create PO's for all items on all Sales Orders.

Before You Begin

This article assumes you have already created numerous Sales Orders that have 1 or more special order items

(where the PO checkbox is checked, and the PO # does not exist).

Steps

1. Click Purchasing > Special Order PO's (on the main 1place navigation bar on the left side). This will diplay
the Sales Order Purchase Orders (to create) screen.

Sales Order Purchase Orders (to create)

@ snowAll
Select One

02/18/2025 $250218-0003
03/06/2025 $250306-0004
03/07/2025 $250307-0001
03/07/2025 $250307-0001
03/25/2025 $250325-0003
04/11/2025 $250411-0001
04/11/2025 $250411-0001
0411412025 $250414-0001
04/23/2025 $250422-0004
0412312025 $250422-0004
04/23/2025 $250422-0004
04/23/2025 $250423-0001
0412312025 $250423-0001
0412312025 $250423-0001
04/23/2025 $250423-0001
0412312025 $250423-0001
0412312025 $250423-0005
04/23/2025 $250423-0005
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0412312025 $250423-0005

Show Item Vendors Refresh

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

pay.
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1061 N Grove Street,
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LEXUS ES300 92-96 - Front bumper cover (USA;
TOYOTA COROLLA 1984-1985-Front bumper cov
HONDA ACCORD 98-02 - RT Outer tie rod (Sedal
HONDA ACCORD 2006-2007-LT Mirror glass outs
ACURA VIGOR 93-94 - Front bumper cover (GS;
HONDA ACCORD 2008-2010-Front bumper cover
HONDA ACCORD 2008-2012-LT Front bumper co
BMW 750 95-01 - Front bumper cover (prime)
HONDA ACCORD 2006-2007-LT Mirror glass outs
HONDA ACCORD 2006-2007-RT Mirror glass out:
HONDA ACCORD 94-97 - Radiator assembly (w/4
HONDA CR-V 02-04 - Front bumper cover (matte-
HONDA GR-Y 02-04 - Front bumper cover (matte-
HONDA PILOT 03-05 - Front bumper cover (EX; p
HONDA PILOT 03-05 - Front bumper cover (EX; p
HONDA GIVIC 04-05 - Front bumper cover (2dr cc
HONDA ACCORD 08-12 - RT Headlamp bracket (
HONDA CR-V 02-04 - Front bumper cover (matte-
HONDA GR-Y 02-04 - Front bumper cover (matte-
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0 $0.00
$274.00
$0.00
$0.00
$0.00
$100.00
$44.00
$298.00
$2.00
$3.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
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Sales Order Date Sales Order # Customer Bill To Name  Item Number Item Description Vendor Qty Ord Qty Shp  VendorCost . Vendor ltem #  Extended Cost

$0.00
$274.00
$0.00
$0.00
$0.00
$100.00
$44.00
$298.00
$4.00
$3.00
$0.00
50.00
$0.00
50.00
$0.00
$0.00
50.00
50.00
$0.00

1-190f379 next Show All

Proceed (Show Prebuild Summary)

Close

3. 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).

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

Summary.



Vendor Existing PO
TYC - Texas v Q
American Collision Parts v Q
X Vendor v Q
Total
Close

Sales Order PO's -

Prebuild Summary

PO Total Create PO Group
555.45 Ed
545.00
$30.00 Ed
$130.45

Unselect All Create/Add to PO's

5. 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.




