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WHAT YOU’LL

LEARN

Advantages of using POs in Paladin.
The various methods of creating POs
Creating, confirming, & sending POs
Recalling and sending a stored PO
Receiving a manual and EDI POs
Resending an open PO to suppliers
Merge stored POs

Add instructions to POs

Set up individual costs

Using the Purchase Order Importer
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Advantages of using POs Logical, practical, easy and best method
. for receiving and managing inventory.

Most effective method for tracking
purchases and managing stock on hand.

Enhances ordering and receiving
efficiencies.

Improves supplier order communications
for both EDI and non-EDI vendors.

More precise and timely costs, margins,
and retail pricing.
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Methods of Creating POs Suggested Order Report (automated ordering).
Items Sold Report (replenishment ordering).
PURCHASE ORDER RF Gun/Terminal Scanning (shooting for outs).
BB Manually entering orders (want-list ordering).
= AL_— Special Order PO Creation (S.O. invoices to
P e R B £ PO’s).
TR o s et Invoice/Quote PO Creation (Convert invoices
to PO’s).
PO Importing (Receiving Excel file from
e e e suppliers).
—[ | Paladin best practices utilize the Suggested Order

report.
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Suggested Order Report PO Using the Suggested Order Report

Select Reports module.

& Paladin P X
5 Re e & 10T e Select Inventory > Purchase Order.

T
S o E— Select Suggested Order Report, click F12
Inventory Stock Days | 143 Next .
:I:: Allow dept level override of stock days?
::: Allow item level override of stock days? In the Su pplier rOW, SeleCt a Supplier_
Class, Limie
SubC| Report Settings agm -
et g SRR g Ending In the Additional Settings pane, check
PO Ne . .
PartNumber | [zzzzzezzezezer | [Create working PO(s) from this datal.
Department |U v| |9999999‘3‘3 v| ]
Supplier 10 - ACE HARDY WA ~| [10 - ACE HARDY WA ~ | Optlonally, enter a Name for the purchase
Sortl ¢)aes 0 ~| |999999999 v] order.
Then  subClass 0 ~| (999999999 ~|
Thely | ocation 0 ~ | 999999999 ~|
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Suggest Order Report PO Using the Suggested Order Report

Select a sort order of choice in the Sorting
Options pane. We recommend Extended
Cost in Descending order to push high-dollar
items to the top.

nvoice/Quote | Customers Inventol PO Reports Backup Exit Handyman Hardware Paladin Support | 25-Jan-24
Purchase Order

Days 14 = Supplier ‘10-ACE HARDY WARE v| Address 2 Phone 123-456-1234

EDI H Address 1 123 MAIN STREET City/State/Zip Chicago, IL, 33333 Fax »
T | —— [sorioRS st | o | e When you are done, click F12 Run Report.
o 92151 BLACK PIPE 90ELBDW71I2 EACH 0 1 § 1180 § 1.18 ~

S5 i Son O o : The Suggested Order Report appears as a
- TON BAG - EMPTY cH 2 s 12.000 | $ 24.00

Need: 3, OrdQty: 1.00, Min:

O 91993 STEP RAIL EAcH
Need: 11, OrdQty: 1.00, Min:
91993 0.00, Max: 12.00, Ord%: 100%

O 92038 F10F12 FLASHING EACH
92038 Need: 0, OrdQty: 1.00, Min:

3 8 48520 % 145.56 COSt-
0.00, Max: 2.00, Ord%: 100%
O 92136 BONE PILE BRICK - EACH

s+ oms oo When ready, go to the PO module to recall,
‘o EL ey @S AT Sa “ edit, and submit your PO.
Q) VA4 3 9{ : ’ y

oy o i iy |5 s 0" TOMS 99 Note: Most EDI suppliers POs will be sorted based on
availability of product in the warehouse.

T pyen $ 0,05
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Creating a manual PO Select the PO module.

Enter or select a supplier from the
Supplier list.

In the Part Number box, enter a part
number or to search for a part, click F1

- | Part Number ‘ Description ‘ SOH/ORD | Quantity Cost ‘ Exten: Ad Va n ce d I o o k u
O 84912 314 X 11/2 GALV NIPPLE EACH 0 10 8 1190 § .
Need: 0, OrdQty: 1.00, Min:
94912 0.00, Max: 2.00, Ord%: 100% 0 . . .
O 94915 3/4 X 1/2 BELL REDUCER EACH 0 20 § 1890 $ S I
ce: 1, Oraty: .00, i eleCl a singie or multiplie 1ems an
94915 0.00, Max: 4.00, Ord®%: 100% 0
O 95896 BLACK PIPE 1/2 X 48" PIPE EACH 0 0 8 9990 $
Need: 0, OrdQty: 1.00, Min:
95896 0.00, Max: 2.00, Ord®%: 100% 0

adjust the Quantity or Cost as desired.
To add more items, repeat step 3.

Press F6/Store PO to put the PO on-
hold and recall it later to complete the
purchase or press F8/Confirm PO.
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Recalling and sending a stored PO

nt of Sale
Maintain  Tasks Reports  Help
2 3 2 5 € (6 7 8 sscuns G| AN w04
- I N i >89 @ ‘\ =2 30
us ] Inventol PO Backup Exit Fayard Hardware Inc. | Paladin Support

°
Address 2 Phone

City/ State/Zip Fax

] .29 s

s

Metal Solutions {

OF: Purchase Order

Nam ‘/ Split Purchase Order

Do you want to split the current purchase order based on lowest
supplier| costs?

Go into the PO module.
Press the F6 Recall button.
Choose a stored PO, press F12 Recall.

The Split Purchase Order dialog box
appears when you have not selected a
Supplier for your order.

This feature is activated if you have
more than one supplier each with a
separate supplier cost. Otherwise, it
defaults to the primary supplier and
cost.
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Recalling and sending a stored PO

T The PO line items are displayed.
B3y &N &y ) Adjust or modify quantities and/or
Y costs.

To search for specific items, press the
] outz o 1 7 ok e e I binoculars icon or CTRL+F keys.

0.00, Max: 0.00, Ord%: 100% | F9 Find Next |
O 0810549 COUPLING BRASS CXFIP 5/8X3/4 Ex 3 7% 1620 5 24 - .
Need: 0, OrdQty: 5.00, Min: t O a I | O a m to a
0810549 0.00, Max: 5.00, Ord%: 100% §4.705 2 Ad d iaon ’ Uum u n
O 1478627 COUPLING BRASS CXFIP 1/4X1/8 EA 14 2 % 1050 § 2.10
1478627 Need: 0, OrdQty: 10.00, Min: $1.103

: inventory item by highlighting any row

m | 5156906 ce 2| $ 3480 | § 6.96
5156906

Next press the F8 Confirm PO button
and verify the total amount that you are
about to receive.
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Receiving a manual PO

Paladin Point of Sale
Edit Maintain  Task
ERIL Sl ~REE)
\ § I“z\,‘ Q S > | 130
Receive PO mmﬂ
A
PO#[1150 | supplier . | Apply afreight cost to received items
a7
EDI ﬁ Address 1 \)’,

DDEI| Part Number ‘

Enter a freight cost and choose how to distribute

O 0445312 ELBOV the cost to received items on the PO. $ 4.50
Old Co

0445312 RefM{ IMPORTANT: No items have a weight set, so freight costs cannot be

distributed by weight. $

O 0810549 COUPL 9.24
0ld Co
0810549 Traf M

O 1478627 COUPI Distribute Freight Cost by: Limit to Current Receiving $ 2.10

1478627 O"}ifch?‘ Item Cost v Freight Cost:
u | 5156906 COMP .
Invoice Date: |3p_Jan 2024 B

0Old Cof
5156906
. Supplier Invoice Number: |

F3 | Cancel | | FBOK |

FIES F2 -
: [y T
= I 2
‘ Advanced Add Zero Qty Displaying
Lookup Note Received Open | All Inven

Total $ 1,052.72

Select the PO module, F5 Receive PO
Mode, and F6 Find PO.

Select the desired Open PO and press
F12 Open.

Edit the Quantity and Cost as received
on your invoice then press F8 Process.

On the Confirm Receive and Total
window, press F1 Process.

Enter Freight Cost if any and press
enter.

The PO invoice has been received and
your quantities and costs have been
augmented in inventory as desired.
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Receiving an EDI PO Select the Inventory module.
Select the F9 EDI.

Select Download or Process EDI file.

Note: Each EDI vendors process is slightly different
based on features offered by the supplier. See the
KBA for instructions.

EDI Reporting

Start Date End Date
[01Aug23 T [0Jan24 O] [ALL

Supplier R?;;,’;" Invoice ID Process  Employee il Lines = Number po. cost  Freight T he E D I | NVO | ces Wl | I be p o CeSSGd .
P Orgill Price Change 18-Jan-24 07:17 3 Y 61 $0.00 . .
4 ORGILL Inventory 1445439 18-Jan-24 07:17 3 Y 1 $215.60 (2 U po n Com p I etl O n , Se | eCt the Re portl n g
P ORGILL Inventory 1445438 18-Jan-24 07:17 3 Y 127 $5,433.00 o .
S m— —— button to review your changes to

b&@l—?-ﬂ inventory.
’-,___,-' ORGILL Inventory 1403770 15-Jan-24 09:56 3 Y $1,245.19 O " "
P TRUE VALUE Long Des 15-Jan-24 09:35 3 Y 25 $0.00 Under the reportlng SeCtlon you may
4 TRUEVALUE  Preliminary... 15.Jan-24 09:35 3 Y 35 $0.00 . .
O e preiminry.. an2bes3s| 3 | ¥ ™ E—— pe rform other functions such as, print
| TRUF VAIUF  Preliminarv 15.1an-24 09:35 3 Y 12 $0.00

item tags, apply freight cost, reverse
SOH and generate Excel reports.
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Resending an open PO to suppliers

Rocoive PO | ISR LN

PO # M Purchase Order i_]

EDI [

- %
: '/ Revise PO
- PO Details
Enter the PO detail

O Al

Oops  Cancel all remaining backorders and recreate PO 8251 for revision?
® Clo

Supplier @
PO# ANl
From Date @
To Date @

Parth [ |

Select F5 Receive PO Mode.
Select F6 Find PO.
Highlight the desired Open PO.

Press the Revise PO button on the
bottom of the screen.

The Revise PO confirmation window
will appear.

A new Purchase Order will be created,
and all backordered items will be
removed.
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I\/Ierge stored PO’s Select the PO module.
On the bottom ribbon of the module,
N —— — select F6 Recall PO.
Ak __ N In the Recall PO window, select
”ﬁ: / Merge POs purchase orders that you want to merge

Merge the 2 selected POs?

by highlighting them.

Once you highlight more than one PO

the Merge button will appear in the

bottom right-hand corner of the screen.
To select purchase orders individually, hold

down the Ctrl key and click on the purchase
orders you want to merge.

Consolidate Duplicate ltems? []

| Yes i | No |

Supplier Stock Check Learn More

Note: Only purchase orders from the same supplier can
be merged. If you try to merge purchase orders from
different suppliers, a warning box will appeatr.

TOURTT TNOTE TITE TUETIT PU [ NECEIVE PO STOTK CITETK PO
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Adding instructions to a PO

PURCHASE ORDER

il B There are three steps to setting up and
applying PO instructions:
= ) I

Sapecapus Creating the various instructions.
Applying instructions to specific
US| [Sum——— . = suppliers.

om Adding instructions to the purchase
order.
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Creating the various Purchase order supplier instructions can be
: - added for. Payment Bill To, Bill Freight To,
Instructions and Ship Via. Four per category are allowed.
Payment Bilto 1 [Handyman Hardware-123 Main . To create the instructions:
::: e From the main menu, select File > Setup.
Paymert Bilto 4 Select the Company tab.

Bill Freight to 1 |Hardware For Life-4567 B 5t., Bend

In the Purchase Orders pane, enter
B gt o 3 instructions in each associated box.

Bil Freight to 4 Click Save, then click Close.

Ship Via 1 |UPS H282726222 .
” Close and restart Paladin.

Note: If not all instructions are needed, any of the boxes can
be left blank.

Bill Freight to 2

Ship Via 2 |FEDX #3754-343337

Ship Wia 3

Ship Via 4
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: : : To assign specific instructions to a supplier's
Applying instructions to vendor profile:

specific suppliers From the main menu, select File > Setup.
e Select the Supplier tab.
L e In the PO Terms pane, purchase order
’ instructions that were set in the Company
tab can now be selected from the lists:
PO Payment Bill To Instructions:
V PO Bill Freight To Instructions:
PO Ship Via Instructions:
. J Note: Purchase order supplier instructions are optional and
e - do not need to be set for every supplier.
Click Save, then click Close.
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Adding instructions to To add instructions in a purchase order:
purchase orders On the top ribbon, select the PO
module.
= Cancel_ (EY Enter or select a supplier from the

Supplier list.
Add items to the purchase order, then

Select your preferences for this PO

Payment Bill To: . =
x”/ Handyman Hardware-123 Main ! - CIICk F8 Confl rm PO
. Bill Freight To: | CIICk F1 Buy
\ - Hardware For Life-4567 B 5t., By -~
Ship Via: Optionally, in the PO Number window,
UPS #282726222 w
[<eBaek CWexi enter a PO Number or leave blank.

KD s ]  COMPLETE Default instructions will be auto-filled in.
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How to change supplier instructions

= == To change purchase order instructions in a
Select your preferences for this PO pU I’ChaSG Order
Payment Bill To:
/,, \eneymenieeie e In the Supplier Instructions window,
ill Freight To:
~ g e T e use the dropdown buttons to select a
Ship Via: different Payment Bill To, Bill Freight
UPS #282726222 v ] o .
e Chexi> ] To, or Ship Via instruction.

' UPS #282726222

FEDX #9754-348337
STEP1 > COMPLETE
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How instructions are displayed on the purchase order

R0
PO # |3002 v Supplier |39 - THE GORILLA GLUE COMP ~ | Address 2 Phone |800-966-3458

EDI H Address 1 2125 E. Kemper Road City/StatefZip Cincinnati, OH, 45241 Fax 800-522-T553
“D‘*“ Part Number | Description | ORD/REC | Receive Cost | Extension
O Bill to: Handyman Hardware-123 Main St., Bend, OR ~

O Bill freight to: Hardware For Life-4567 B St., Bend, OR

O Ship via: FEDX #9754-348337

O 10836 GLUE DUCO 5MIN 10Z EACH 1 18 1390 $ 1.39
Old Cost: $1.390 Old Sell: $4.59 Mar: 70%
10836 Ref Mar: 00%  New Sell: $4.59 Mar: 70% 0
O 1005552 GLUE LIQ NAIL CLR 4 0Z EACH 1 18 1584 § 1.58
Old Cost: $1.584 Ol Sell: 419 Mar: 62%
1005552 Ref Mar-: 0 New Sell: $4.19 Mar: 62% 0 v
. F2 F3 F5 Fé F7 e
Advanced Add Zero Gty Displaying Recall Review Total $ 11.71

Lookup Note Received Open | All Inventory Find PO RF Receiving Process
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Set up individual Supplier costs When this feature is turned on, these
supplier costs are used for purchase

oritiems o S orders instead of the default market
=, Paladin Configuration ﬂ CO St
[
Invoice (Store) KPI-NPS  Loc Min Margin  Phammacy Pricing Plan Receivables Remote Access Rewards Rounding Sale List Supplier Taxes Teminals U/M Firearms  OLCC
\\\\\\\\\\\\ ) Metwork Secure Accountng ACH  Charty Class CredtCard Company Customer Type Data Archive Delivery Dept Employees Edemal AR ExemalSync  Foms
Orde = .
U — How to turn on the supplier cost
Default Distribution of Freight Cost by tem Cost ~
B Force PO Received cost to Market cost
[CJ Use Old PO Receive Report fe atl l re L]
[ Disable Automatic Purchase Order Print L]
(] Display Manufacturer Part Numberin POs
T s In ladin, from t main men
Paladin, from the main menu,

select File > Setup.
Select the Company tab.

On the bottom of the Purchase
Orders pane, check Use Supplier
Table Costs for Ordering.

Click Save, then click Close.

@ m m T [

- & & & 5 U
R -
g 2 2 2 3 o
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Apply supplier costs In Paladin, on the top

during ordering glbobdczjr;,e select the PO

= Enter or select the supplier
from the Supplier list.

Add an item to the

/ \ e o purchase order.
/ \ If a supplier cost is a defined
" cost for this supplier, it will be

used as the item cost.

" . - SUPPLIER B I Address 2 Phone J A
ﬁ Address 1 City/Suate/Zip Fax

Number Description SOH/ORD Quantity ', Cost Extension |

P1 1 GALLON BASE 1 PAINT EACH 154.99 0 s 3990 § 239.90 ‘

Need: 0, OrdQty: 1.00, Min: 0.00,
B4se M. 00, Ord%: 100% 0

3R
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Apply supplier costs
during ordering

On Order: Defective:

s Desc1 |1 GALLON BASE 1 PAINT [

Part & P1234

Alt# s Desc2 o', 0 p 0 0 o

Stog Market cost hierarchy
when supplier cost feature is turned on

Last Updated E"“’::'“

24.Sep- 21 11:06 535

On Hold:  Stock On Hand
154,99,

Sales Details Item Cost _ , - o Last
Investment: $3.874.45 Avg: Mkt ‘ 6 Cost Qty / Date
Gross Profit:  $0.00 o_’ 24.998 24.99 . 2499 30

If a Supplier Market Cost (1) is not
defined or is zero, the default cost is
used. The default cost is set to the first
non-zero value in this list of values on
the Pricing tab in the Item Cost pane:

Mkt cost (2) — Last Cost (3) —
Avg cost (4)
Click F1 Process, then click F1

Buy to complete the purchase order.

Note: If you change suppliers after you'’ve added
items to the purchase order, costs will adjust to the
current supplier.
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[ T

ED " Address 1
() PartNumber Description
PARTH HAMMER

PART1 Max: 30.00, Ord%: 100%

PART2 1 GALLON SATIN PAINT

Mand: N MedMes: 60 Min A AN

Need: 0, OrdQty: 1,00, Min: 0,00,

Addross 2 Phone
City/State/Zip Fox
1 mim ] G‘m' ost Extension
A 436 ] H 10.820 NS 109.90
72
ACH 5] 10Hs 100.00

10.000 BS

=

——

Max: 14.00, Ord"%: 100%

SUPPLIER A, 25 Addross 2 Phone
EDt H Address 1 City/State/Zip Fax
(y  PartNumber Description ' SOH/ORD  Quantity Extension
PART1 HAMMER EACH 438 108 § 9.990 § 99.90
Need: 0, OrdQty: 1.00, Min: 0.00,
PARTY Max: 30.00, Ord%: 100% 72
PART2 1 GALLON SATIN PAINT EACH %9 1ol s 129000 s 129.90
Pt [oves |
SUPPLIER B, 26 Addross 2 Phone
EDI " Address 1 City/SeatelZip . Fax
(]  PartNumber Description ' SOH/IORD  Quantity Cost Extension
PART1 HAMMER EACH 438 10 s 9200 fls 92.90
Need: 0, OrdQty: 1.00, Min: 0.00,
PART1 Max: 30.00, Ord"%: 100% 2
PART2 1 GALLON SATIN PAINT A 29 ] B 11900 119.90
2500 Need: 0, OrdQty: 1.00, Min: 0.00, 20

Apply supplier costs
during ordering

Note: If the cost of an item
changes after you have stored the
PO, the original costs are retained
in the purchase order.
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Update supplier market cost upon PO invoice receiving event

O

r ol

This features allows manual

Part # | (000 | i Desc1 BRUSH STRIPPING 8114 ', OnOmer:  Defective _
Akt st D) Dec2| ol & 0 changing of market cost for
Sales Detalls Hom Cost 740 both EDI and non-EDI
Investment: 50.00 Awg: Mkt :
Groas Prof. 407,83 suppliers.
ROl T00% .
| r— CostPor: flEm = This allows two market
Edit Supphers Cancel |7

costs for the same supplier to
exist: One market cost on

o
- " Edit part's supplier data.
L

Suppio Paladin’s Inventory module >
e o e | S Pricing tab and the supplier
B e W, W cost on the Edit Suppliers

| Fii Close

window.
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Set market costs, other order
data for individual suppliers

Inventory Order Contro ricin Genera
Part # |GG-30188 sy Desci |LUTZ QUICK CHANGE #88 | L.+~ OnOrder: Defective: On Hold: Stock On Hand
Alt# 052427301888 o Desc2| | it} 0 p! 0 0 ! 0o,
Edit Suppliers Cancel |7
.
s Edit part's supplier data.
A_}I..," pa pp!
o bek
Supplier: || v| |
. Broken Employee | Remove
Supplier Order # Mkt Cost Order QTY Carton Last Updated 1d
39.THE GORILL... 19Feb241154 | 1 |
10-ACE 1.00 1 19-Feb-24 11:50 1 | Movelp |
. | Mo wn |
Values you can edit
| Fi2Close |
Mar
FI o< |F2 F3 F4 F5 R | o F . P2
| | - = == A
A & Bl = — S iy f A 2 @
- . 4 Ly = b W N e
eeeeee Serial # &
Adv. Lookup | Delete ltem ltem Count Recei Alt Part # Stock Check EDI RF Unit S liers L}

In Paladin, on the top ribbon,
select the Inventory module.

Open the inventory item.

On the bottom ribbon of the
module, click F11 Suppliers.

In the Edit Suppliers window,
click a supplier’s market cost (Mkt
Cost) to edit it. The following
values can also be edited:

Order #

Order QTY

Broken Carton
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Set market costs, other order data
for individual suppliers

Inventory Order Contro ricin Gene Cancel B
Part# |GG-30188 & Desc 1 |LUTZ QUICK CHANGE #88 | "+ On Order: Defective: On Hold: Stock On Hand
Alt# 052427301888 , Desc2| | o™ 0o 0 0o , 0,
Edit Suppliers Cancel |E7
.
=y * Edit part's supplier data.
|
by bek
Supplier: | | Add |
0 None By -
Suppl10 ACE —
1 BLACK POINT PRODUCTS, INC. =
39-THE Gk} KEY CRAZE I
10.ACE |15 THE HILLMAN GROUP AT
16 GANZ, INC. s ]
18 HAUSER SHADE CO.
20 H & E WHOLESALE d =

- v :
Serial # &

Adv. Lookup | Delete ltem Item Alt Part # Stock Check EDI RF Unit Suppliers Save

- < |F2 F3 F4 FS y F6 F7 - F9 Fo sl -
| ¢ o = o | % I N 1.y
G OE R B¢ A5 L0,
Count Recei

To add a new supplier to
the list, in the Supplier
list, select the supplier
and click Add.

When you are finished
with your changes, click
F12 Close. If you
changed a supplier’s
market cost (Mkt Cost),
the value will be used the
next time you purchase
this item from the supplier.
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Purchase Order Importer

PaladinPOS provides the ability to automatically import a list of items and create
pending purchase orders for active inventory items. You can then confirm, buy

and receive these purchase orders quickly and efficiently. The PO importer is
useful for:

Automating the time-consuming task of manually updating inventory items that were received
outside of the normal purchasing process such as items from a trade show purchase, a

manufacturer’s special promotion items, or non-EDI vendors that are willing to email invoices
as an attached file.

Determining from a large list of items which items are carried in the store. For example, if a
supplier gives you a list of sale items, you can import the items and price information, create a
purchase order that contains only those items that are in active inventory, and then modify the
purchase order for those items you wish to purchase.
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Paladin P7ant of Sale

File Edit

Using the Purchase Order Importer

1

| = g
\%- Data Validation >

Data Viewer I

nvoice/Quote “~_Download From the top menu, select Maintain > Data Viewer.

e Mobile Services

Re: Paladin Management CI'Ck the PU rChase Orders tab
PO Remote Services > |- .
L Upaas | Then click the Import tab
Utilities i
W_ Paladin Mobile

- 10} x|

D Process Dot Fe Tempiate |Excel 4 Expot '
L
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Using the Purchase Order Importer

e
--------

roon Fe

A B C D
1 PART # SUPPLIER # QUANTITY COST
2 |ABC 180 25 1.00
3 |DEF 20 5 2.00
4 |GHI 15 20 3.00
S
[

| TabDelimited_Template.txt - Notepad

File Edit Format View Help

lsc 180 25 1.00
DEF 20 5 2.00
GHI 15 20 3.00

To import your list of
items, in the Export
File Template list,
select the type of file
format that you use.
It must be one of the
following file formats:
Excel (.xlsx) and
Tab-delimited text
file
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Using the Purchase Order Importer

= Palacin POS Data Viewer

FY—T ™ s PracinaPliae M rchase Ordey
apn Master  Mobde LRis cngPian Meme Futhase U

0 POimportData.xdsx

When the item information file
Is formatted and completed,
press Save and Close the file.

Click the ellipsis [...], select the
Excel or Tab delimited file, then
click Process.

ltems in the file will be added to the
pending purchase order only when
they match active inventory items
In Paladin.
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Using the Purchase Order Importer

e 0t e T e s s | i e et s | If a match is not found, or
the format is not correct, the
line is skipped.

b (W Vs R T , .- At the end of the import
D L process, a message opens
| —— — with the number of pending
S , purchase orders that were
x created and the number of
lines that were skipped.
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Using the Purchase Order Importer

When the import process is completed, open
the original import file to view a new STATUS

2 ) | < RIE column that identifies skipped lines.
1 PART# SUPPLIER # QUANTITY COST STATUS _ .
2 |PART10 10 25 3.49 In the PO module, you can view, edit,
G ART20 = 2( 2.7 confirm, and buy (send to the supplier) the
4 PART30 21 20 20.99 .
5 | PART40 500 10 5.99[Skipped pending purchase orders.
6 |INVALID 10 20 22.50|Skipped Notes: For EDI suppliers: Purchased items will be automatically

received through the EDI process.

For non-EDI suppliers: On the bottom ribbon of the PO module,
toggle F5 Mode PO to F5 Mode Receive to receive the delivered
items.
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Learn More

To learn more, see the following resources in our Help Portal

 Purchase Orders

A recording of this webinar will be available at portal.paladinpos.com/webinars.



https://portal.paladinpos.com/
https://portal.paladinpos.com/knowledge-base/about-purchase-orders-2/
https://portal.paladinpos.com/knowledge-base/about-purchase-orders-2/
https://portal.paladinpos.com/webinars/
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Next Webinar:

September 22, 2026
9am PT
https://portal.paladinpos.com/webinars/



https://portal.paladinpos.com/webinars/
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Expand Your Knowledge

Stay relevant in retail: Webinars available at:
paladinpointofsale.com/retailscience portal.paladinpos.com/webinars
Self help at: Follow us for Paladin news and updates:

portal.paladinpos.com ﬂ m u
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