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With these new PO features, you

WHAT YOU'LL will discover how to:
LEARN Add supplier instructions/terms

Create PO reminder notes

Create a PO email record

Apply supplier-specific costs
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el DEEL Supplier |27 - O HARDWARE

ECH H fAddress 1 18H My Siresd

Part Number

] Bill to: Card ending 123

O Bl freight to: Use LIPS S5044Y

] Ship via: UPS

Description

By adding instructions to a purchase order,
the supplier can view and print the
Instructions intended specifically for them.

There are three simple steps for setting up
Instructions for a purchase order:

Setup default purchase order supplier instructions
Add PO instructions to the desired suppliers
Apply supplier instructions to a purchase order
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Payment Bill to 1 |5t|:|re

Payment Bill to 2 |Owner

Payment Billto 3 |Card ending 123

Payment Bilto 4 |Card ending 445

Bil Freight to 1 |Prepay and Bil

Bill Freight to 2 | Freight Collect

Bill Freight to 3 |L|se LIPS 35044V

Bil Freight to 4 |Free Freight

Ship Via 1 |FedEx

Ship Via 2 |USPS

Ship Via3 [UPS

Ship Via 4 |Store Truck

On the File menu, click Setup, click the
Company tab, and scroll to the Purchase
Orders pane. Enter instructions in each box.

Up to four drop-down PO supplier instructions
can be added for:

« Payment Bill To
 BIill Freight To
« Ship Via

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

After instructions have been set, scroll down
and click Save. Then close and restart Paladin.
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The pre-set instructions in the Company
tab are now available to assign to suppliers.

Next you can assign customized
Instructions for each supplier.

PO Temns

PO Payment Bl To nsuctons: On the File menu, click Setup, and then
= ” click the Supplier tab.

PO Bl Freight To Instructions:

Use UPS 99044V 8 In the Suppliers pane, select a supplier

PO Ship Via Instructions: from the list. Then, scroll to the bottom of

= - the pane where the PO Terms (instructions)
can be selected from the drop-down menu.

Note: Purchase order supplier instructions are
optional and do not need to be set for each
supplier.
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In the Purchase Order module, either
recall a stored PO or select a Supplier and
create a new PO.

coim P
omeee | If it's a new PO, add items to the PO.

[ When the order is ready to send, click
T Confirm PO or press F8. Then click Buy or
- or specify your own. press F1 to complete the purchase order.
/ When the PO Number window opens,
PO Number enter a PO Number, or Paladin will auto
“ - generate a unique PO number.
STEP 2 > >CDHPI_ETE

Click Next>>,
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If you set supplier specific instructions for this
supplier, a Supplier Instructions window opens, and
the default instructions will be displayed.

These instructions may be altered, or if satisfied with
Confm PO | the default instructions, click Next>>.

i : S The instructions are added to the purchase order
before it is printed or sent to the supplier.

Supplier Instructions

Select your preferences for this PO

When you recall the purchase order, the instructions
will reappear as notes on the purchase order.

Payment Bill To:

Card ending 123 w
Bill Freight To:
Use UPS 99044V b PO8 2 Soppline 27 - OF HARDWGASE Aibdvess 2 Phone
Ehip Via: 0l H Addeoss 1 1704 My Sawu Chny/StaeeiZlp Bwnit. OFL 1254 Fex
UPS o [B4 Par Number Description ORDIREC  Receive Cost Extension
Bil g1
<< Back | | Next>>
Bill freignt Use UPS 950448V
STEP1 > COMPLETE
Ship via: UPS
PARTY HAMMER £a 5 s 8 5000 § 25.00
ART . 0% S 20
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Dy 14 C Supplier |07 HAADWARE, 37
i

M ssiet s

Supplier Messages

Hurmaenibe mis inum insoics smoin 590, ines Weighe a1 5500

Address &

Choyp/ StateTlp Hond ( 1343

AMOUNT DUE

$

Total §

25.00

25.00

A reminder note can be created to add
Instructions and information on the
Confirm PO tab of the PO module

before you send the purchase order to
the supplier.

Note: This feature is similar to setting a

Checkout Screen Note in the Customers
module.
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PO Tems
PO Payment Bill To Instructions:
Cand ending 123

PO Bill Freight To Instructions:
lUze UPS 99044V

PO Ship Via Instructions:

Confim PO Screen Mote Field:

$500

S~

Remember minimum invoice amount 520; free freight at

To create a purchase order reminder
note, on the File menu, click Setup, and
then click the Supplier tab.

In the Suppliers pane, select a supplier
from the list. Then, scroll to the bottom
of the pane, and under PO Terms, type
your note in the Confirm PO Screen
Note Field box and click Save.

Close and restart Paladin.
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Email Manager Cancel B

Er - Email Purchase Drdgr

Enter Email: || | Send

john.owczarzaki@paladinhardwarecopos.com

| F12 Close |

Note: An email record note is not added if
you resend the PO in the Receive PO mode
using the Reprint PO [F6] feature.

To send a purchase order as an email to a
supplier, after you process the purchase
order, in the PO Complete window, click
Email.

The Email Manager window opens, and
you can send an email to the email
address on file, or you can enter a new
email address in the Enter Email: box.

Click Send to email the purchase order.
An Email sent message will appear at the
bottom of the Email Manager window.
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( Receive PO __I - When a purchase order is emailed to a supplier,
— H| S 1 Ot * |l anote with the following email details is added
8 partNumber | SeT to the purchase order as a note:

O Bill freight to: Use UPS 99044V

Date email was sent

O Ship via: UPS Time email was sent
Employee ID, first name & last name initial
O PART1 HAMMER EAl
PART1 Old Cost $9.000 O1d Sell: $42.00. Mar: 55% The Email Address that the email was sent to

<'ﬂ—0m@12:55, 1-Paladin §, john. awczarzak@paladlnhardwareco - >
I\ _l-
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% ‘ Edit part's supplier data.

Market costs can be set for EDI and non-EDI
suppliers alike and are automatically applied
on POs, when available.

There are three simple steps for activating
and setting up supplier-specific market costs:

Turn on the supplier-specific market cost feature
Set market costs and other order data for suppliers
Apply supplier costs during ordering
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[ ] Defeat EDI PO Receiving Protocols

Fayment Bill to 1 |Stn:ure Checking Acct 023927272

Payment Bilto 3 |

|
Payment Bilto 2 |Store CC ending in 3454 |
|
|

Payment Billto 4 |

Bill Freight to 1 |FED>{ 33333726

Bill Freight to 2 |LIP'S 0353522

|
|
Bill Freightto 3 | |
Bill Freightto 4 | |

Ship Via 1 |FEDX |

Ship Via 2 [UPS |

Ship Via 3 | |

Ship Via 4_|

Use Supplier Table Costs for Ordering )

To turn on the supplier-specific market cost
feature, on the File menu, click Setup, click the
Company tab, and scroll to the Purchase Orders
pane.

Select the Use Supplier Table Costs for
Ordering checkbox and click Save.

Then, close the window and restart Paladin.
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The following values can be set for
Individual suppliers on an inventory item:

Order #

Mkt Cost
Order QTY
Broken Carton

To set this order data, click the Inventory
module and open the inventory item.

Then, on the bottom, ribbon, click
Suppliers or press F11.
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To edit a supplier's market cost, click
its Mkt Cost value and enter a new
cost. Do the same with other
editable values.

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 Close or press F12.
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If you set a supplier’s market cost,
this cost will be automatically used
when you create a purchase for this
supplier.

If a supplier market cost is not set or
B o o = oo oo amm IS zero, the default cost is used.

25-SUPPLIER A A
SUPPLIER B

- The default cost is the first non-zero
\ | value in this list from the Pricing tab:

Mkt cost
- - — Last cost

City/SumeZip

i o Avg cost

P1 1 GALLON BASE 1 PAINT tACH 154 99 10 s 3990 § 239.90

Need: 0, OrdQty: 1.00, Min: 0.00
B4se Max: 2.00, Ord%:; 100%

0
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= — s When you select or change a supplier on a
~ T o g purchase order, item costs for that supplier
- ™ (if set) are automatically applied to all items.

Note: Supplier costs are not refreshed when you
store and recall a purchase order.

When you “split” a Suggested Order into
purchase orders for lowest cost suppliers, all
supplier-specific costs set on an item will be
compared.

PARTY HAMMER

Need: 0, OrdQty: 1.00, Min: 0.00 72
Max: 30.00, Ord*%: 100% ¥

Need: 0, OrdQty: 1.00, Min: 0.00,
Max: 14.00, Ord%: 100%
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Learn More

b

The Remote Stock Check feature is »

Currently ava”able for Ace, True Value, Select "Supplier Stock Check” to sort your purchase order by
. warehouse availability.

Do It Best, & Orgill warehouses. More

suppl!ers to be a_dded as add.ltlonal . SUPPLIER OUT OF STOCK

suppliers offer this functionality. otk avaiLanLr LABLE

Sort categories are:

"Supplier Stock Check” is only available for participating suppliers.

Stock check feature (F7) can be
accessed when in the Inventory, PO, &
Invoice/Quote modules. __

.......................................

PO’s can be sorted by “Supplier Out of
Stock”, “Partial Stock Available” &
“Stock Available”, saving tons of time. Stock Check
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Paladin Pointers:
Optimizing our Invoice Tab

Register: portal.paladinpos.com/webinars



https://portal.paladinpos.com/webinars
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Check out our Release Guides on the
Help Portal.

Expand your Paladin 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


https://portal.paladinpos.com/release-notes/new-features/spring-2019-release-guide/

