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Review from POs — Part 1

- Advantages of using POs in Paladin.

- The various methods of creating POs.
- Creating, confirming and sending POs.
- Recalling and sending a stored PO.

- Receiving a manual PO.

- Receiving an EDI PO.

- Resending an Open PO to suppliers.
- Merge stored POs.
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Setup options in PO configuration

In Paladin, from the main menu, select File -> Setup -> Company tab — Purchase Orders
Fixed margin pricing option when receiving PO (via manual or EDI PO)
Distribute freight costs by item cost or weight.
Force PO received cost to market cost.
Disable automatic printing of PO’s.
Display manufacturer part numbers on PO’s. (Warning - Not feasible with Dual EDI)
Force credit balance PO balanceto A/R. Can automatically create statements for credits

Purchase Orders

Lipdate retail pricing based on receiving cost and reference marngin
Default Distribution of Freight Cost by | tem Cost ~

Force PO Received cost to Market cost
[ ] Use Old PO Receive Report

Disable Automatic Purchase Order Print

[ ] Display Manufacturer Part Number in POs
[ ] Force Credit PO Balance to A/R
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Applying freight to PO invoices during receiving

Confirm Receive

> |

Address 2

City/State/Zip

Phone

PO Details

__ Enter the PO details below: PO #

O All POs
® Open POs
O Closed POs
Supplier |0-All ~|
PO# AN v

From Date |01 -Jan 00

ToDate [19-Feb-24

Part# |

Matching Purchase Orders
Vendor

PO Date™  # Items

DEALER'S CHOICE 19-Feb-24

| Revd Items Report | |Recvd PO Reports | |Print ltem Tags | | Create Item Tag File | |

| | CancelBIO | | Revise PO

TUUROET TNUTE TRECETVEW T [ T ] MECETVE

T P

FTULESS

5
| F12 Open |
\

. In Paladin, go to the (Alt+4) PO Module.
. Select F5 PO Receive Mode

. Select F6 Find PO.

. Selectan Open PO and press F12 Open.

B~ W N P

F5 F6

A
Ry,
Mode

| PO | Receive Find PO
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Applying freight to PO invoices during receiving (cont'd)

PO # Supplier |39 - THE GORILLA GLUE COMPZ - | Address 2 Phone |800.966-3458
EDI H Address 1 2125 E. Kemper Road City/State/Zip Cincinnati, OH, 45241 Fax 800-522-7553 . .
“D”“ Part Number ‘ Description ‘ORD:'REC‘ Receive Cost ‘ Extension 5 Aﬁer SeIeCtlng and Openlng the PO;
0O 1590611 GORILLA SUPERGLUE 15GM EACH 1 1% 3510 § 3.51 °
1560611 Old Cost: $3.510  Old Sell: $8.59 Mar: 59% 0 SeleCt F8 P rocess.
Ref Mar: 00%  New Sell: $8.59 Mar: 59%
O 1590587 GORILLA GLUE ORGNL 20Z EACH 1 18 4210 § 4.21
1590567 Old Cost: $4.210  Old Sell: $8.59 Mar: 51% 0 6 Then Se|eCt Fl PFOCGSS .
Ref Mar: 00% New Sell: $8.59 Mar: 51%
O 1590496 GORILLA GLUE ORGNL 402 EACH 1 18 6.080 $ 6.08
wmoss O qugme pastisim e :
O 1590470 GORILLA SUPERGLUE GEL15G EACH 1 18 3510 § 3.51
wmoro [ quggm o0 st 4 e s o
............................................................................................................................................................................................................................................................................................................................................................................................. hd
F2 F3 Fa Fs F6 F7
[ f g
= UL AV

Zero Qty Displaying Recall Review
Received Open | All Inventory Find PO RF Receiving P

17.31 I

Vi

Process | Process
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Applying freight to PO invoices during receiving (cont'd)

Apply Freight Cost Cancel B

w; Apply a freight cost to received items
7. The Apply Freight Cost window appears.

8. Enter the Freight Cost.
9. Click F8 OK.

Distribute Freight Cost by: Limit to Currgst Receiving . .
ltem Cost  ~ reigtdost @@ | ) 10.Freight costs have been applied to cost of
goods sold (COGS) based on item costs.

Enter a freight cost and choose how to distribute
the cost to received items on the PO.

IMPORTANT: No items have a weight set, so freight costs cannot be
distributed by weight.

[ Cancel | [ FBOK | J>

N
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Applying freight to received EDI invoices

To apply a freight cost after an EDI invoice
IS processed:

1. In Paladin, on the top ribbon, select the
== Carct £ (Alt+3) Inventory module.

Start Date End Date

[13-Feb-19 @~ |[19-Feb-24  ©-|[ALL v| [ GetEDiRecords | 2
~

Record

. On the bottom ribbon of the module,
AcE i \‘lfj Apply a freight cost to received items $0.00 CIICk F9 EDI'
N

Supplier Apply Freight Cost o= X Rec. Cost Freight

. ACE EHTS $0.00

ACE EHTS $0.00 3
) ACE EHTS Enter a freight cost and choose how to di§tribute $0.00

h ond chose o . In the EDI Processing window, click
ACE EHTS IMPORTANT: If you distribute freight by weight, a freight cost will $0.00 Rep (@) rt| N g .

| ACE EHTS not be applied to 14 of 483 items because no weight is defined. $0.00
4 x)
ﬂ EINV Distribute Freight Cost by: $8,656.93 -

TFEmEmE = 4. In the EDI Reporting window, invoices
ACE EHTS $0.00

SN N N RN

D o [ ), I that are eligible for a freight cost have a
e — ) red X icon in the Freight column.

N\

[ Reverse SOH | ( [Apply Freignt| | /) | | | | Generate Report | [ Generate Price Tag File | | View List in Excel | Highlight an invoice Wlth a red X and
click Apply Freight.
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Adding instructionsto a PO

There are three steps to setting up and
applying PO instructions:

Creating the various instructions.
Applying Instructions to specific
suppliers.

Adding instructions to the purchase
order.

KX
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Creating the various

Instructions

Payment Bill to 1
Fayment Bill to 2
Payment Bill to 3
Payment Bill to 4
Bill Freight to 1
Bill Freight to 2
Bill Freight to 3
Bill Freight to 4
Ship Via 1

Ship Via 2

Ship Wia 3

Ship Via 4

Handyman Hardware-123 Main 5t.,

Hardware For Life-4567 B 5t., Bend

UPS H#282726222

FEDX #3754-348337

Purchase order supplier instructions can be
added for: Payment Bill To, Bill Freight To,
and Ship Via. Four per category are allowed.

To create the instructions:
From the main menu, select File > Setup.
Select the Company tab.

In the Purchase Orders pane, enter
Instructions in each associated box.

Click Save, then click Close.
Close and restart Paladin.

Note: If not all instructions are needed, any of
the boxes can be left blank.
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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 oo e o e v i e s e Select the Supplier tab.
F 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 lnstructions:
- J Note: Purchase order supplier instructions
. = | are optional and do not need to be set for

every supplier.
Click Save, then click Close.
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Adding instructions to the To add instructions in a purchase order:
purchase order
On the top ribbon, select the PO
= o=l 1K module.
T Enter or select a supplier from the
R Supplier list.
, ,::"“"?‘“" Hardware 123 Main - Add items to the purchase order, then
A click F8 Confirm PO.
o e : Click F1 Buy.
S — Optionally, in the PO Number window,
D - p— enter a PO Number or leave blank.

Default instructions will be auto-filled in.
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How to change supplier
Instructions in a PO

il S8 To change purchase order instructions in a
purchase order:

Select your preferences for this PO

Payment Bill To:

Handyman Hardware-123 Main @ -~

In the Supplier Instructions window, use

. it For Life 4567 B St., B ~ the dropdown buttons to select a different
hip Via: Payment Bill To, Bill Freight To, or Ship

UPS #282726222

o) Via instruction.
UPS #282726222

FEDX #9754-348337
> COMPLETE
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How the 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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Confirm PO Screen Note Field
Contm o |

Days 14 : Supplier |39 - THE GORILLA GLUE COMPZ - | Address 2 Phone 800-966-3458
EDI H Address 1 2125 E. Kemper Road City/State/Zip Cincinnati, OH, 45241 Fax 800-522-7553
| Suppliers
Supplier Messages AMOUNT DUE

PO Tems

Minimum order is $1,200 or service charges of $300 apply.
PO Payment Bill To Instructions:
Handyman Hardware-123 Main 5t., Bend, OR e

PO Bill Freight To Instructions:
Hardware For Life-4567 B 5t., Bend, OR e

PO Ship Via Instructions:
LIPS H28,

et

Corfirm PO Screen Mote Field:
Minimum order is 1,200 or service charges of 5300 apply.

F1 F& o F7 . -
S -
Store Print
Buy PO Test Copy
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Set up individual Supplier costs When this feature is turned on, these

: supplier costs are used for purchase
for items on POs orders instead of the default market

= Paladin Configuration ﬂ C OSt
[
Invoice (Store) KPI-NPS  Loc Min Margin  Phammacy Pricing Plan Receivables Remote Access Rewards Rounding Sale List Supplier Taxes Teminals U/M Firearms  OLCC
Invoice (Local) Mstwork Secure Accourting ACH  Charty Class Credit Card Company Customer Type Data Archive Delivery Dept  Employees Extemal AR ExtemalSync  Forms
Orde -] =
N How to turn on the supbplier cost
Default Distribution of Freight Cost by tem Cost ~
B Force PO Received cost to Market cost
[CJ Use Old PO Receive Report f e at u re L]
[ Disable Automatic Purchase Order Print L]
(] Display Manufacturer Part Numberin POs
O it to AR I P I . f .
(s n Paladin, from the main menu,
]
e —— select File > Setu P.
1

Select the Company tab.

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

Click Save, then click Close.

S
EEET:i3y
3 @ = 2 2 2
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Apply supplier costs
during ordering

" 3 - SUPPLIER B I Address 2 Phone J
ﬁ Address 1 City/State/Zip Fax
Number Description SOH/ORD Quantity Cost Extension ‘
P1 1 GALLON BASE 1 PAINT EACH 154.99 10 § 3990 § 239.90

3R

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

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

Enter or select the supplier
from the Supplier list.

Add an item to the
purchase order.

If a supplier cost is a defined
cost for this supplier, it will be
used as the item cost.
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Apply supplier costs
during ordering (cont'd)

On Hold:  Stock On Hand
o 154.99;

Sales Details Item Cost _ , - o Last:
Investment: $3.874.45 Avg: Mkt: , O Cost Qty / Date

o._; 24.998 249 W ess 30

Gross Profit:  $0.00

Supplier:
Order ¥
25 SUPPLIERA (A1)
Shi

AC el i ——ar x -

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 ltem 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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Mand: N MedMes: 60 Min A AN

Purchase Order Con PC
ED " Address 1
0 Part Number Description
PART1 HAMMER
Need: 0, OrdQty: 1,00, Min: 0,00,
PART1 Max: 30.00, Ord%: 100%
PART2 1 GALLON SATIN PAINT

Addross 2 Phone
Clry/State/Zip Fox
' SOH/IORD  Quantity ost Extension
436 10gs 10.920 §S 1090.90
72
100.00

10.000 BS

=

——

SUPPLIER A, 25 Addross 2 Phone
ED4 M rddresst City/StateZip Fax :
-y PartNumber Description | SOH/ORD  Quantity Extension f
PARTY HAMMER 436 108 $ 99900 S 9990 |
Need: 0, OrdQty: 1.00, Min: 0.00,
PARTY Max: 30.00, Ord%: 100% 72
PART2 1 GALLON SATIN PAINT 99 100 s 129908 $ 129.90
P s |
SUPPLIER B, 26 Addrows 2 Phone
EDI " Address 1 City/SeatelZip . Fax
(]  PartNumber Description ' SOH/ORD  Quantity Cost Extension
PART1 HAMMER 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 °9 108s 11900 119.90
Need: 0, OrdQty: 1.00, Min: 0.00,
2500 Max: 14.00, Ord"%: 100% 20

Apply supplier costs
during ordering (cont’'d)

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 EDI receiving event

Cancel [E3

ntory r Contro Pricing
Part # s Desc1[LUTZ QUICK CHANGE #88 | /',  OnoOrder:  Defective:  OnHold:  Stock On Hand
Alt# 052427301888 . Desc2| o o, 0 0o 0,
Sales Details Item n @ / Last;
Investment: $0.00 Avg: Mkt: Cost | Date
Gross Profit:  $0.00 | 3.56| | EE.R| 3.66 12
- o,
ROIL: 0% Cost Per:  ltem ~ 18-Jan-22
Forecast
Edit Suppliers Cancel |7
.
Vg Edit part's supplier data.
2 b pal PP
Supplier: || / \ v| f Add |
Re
Supplier Order # Mkt Cost rder QTY %;Or:{?: Last Updated Employee L_femove )
10-ACE 3.81 19.Feb.24 12:08 ]
| Move Down |
| F12 Close |

This feature allows supplier
market cost to be updated with
most supplier integrations during
the EDI file maintenance and
Invoice upload process.

In addition, the last cost and
average cost, and potentially the
market cost are also updated
with the EDI upload process
depending on the configuration
settings.
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Update supplier market cost upon PO Invoice receiving event

_ T This features allows manual

Part# |00  Desc1 BRUSH STRIPPING 8.1/4 ', OnoOwder;  Defective _
ae asmonse  D| Oesca] ol & D changing of market cost for
Sales Detalls ltom Cost ', both EDI and non-EDI
Investment: 50.00 Awg: Mkt '
Gross Profit.  S287.93 187 10.00] SU pp“erS
ROL 700% .
| rwe— Cost Par: (IS 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

Suppse Paladin’s Inventory module >
e T Pricing tab and the supplier
B e s o I I s o s o 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 Cancel |EY

Part # |GG-30188 sy Desci |LUTZ QUICK CHANGE #88 | L.+~ OnOrder: Defective: On Hold: Stock On Hand
Alt# 052427301888 ’ Desc2| | u' j 0 p! 0 0 ’ 0o,
Edit Suppliers Cancel |7

L
Vmy Edit part's supplier data.
A_i..," pa PPl
by kek
Supplier: || |
. 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 J
. | Mo Wi |
Values you can edit
| Fi2Close |
Mar
F1 ~ Fz. . F3 F4 F5 : R W - Fo . F12
> - oy — - N PN Nt e
Rename Serial # &
Adv. Lookup | Delete ltem Item Count Recei Alt Part # Stock Check EDI RF Unit S liers L3

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

forindividual suppliers (cont'd) To add a new supplier to
the list, in the Supplier list,

- : select the supplier and click

Part # |GG-30188 s Desct |LUTZ QUICK CHANGE #88 | L. #- OnOrder: Defective: On Hold: Stock On Hand A d d
Alt# 052427301888 5 Desc2| | il 0 p! 0 0 ’ o ,

= When you are finished with
your changes, click F12
sopper: | ——— Close. If you changed a

0 None

o BLACK POWNTPRODUCTS, 1 supplier's market cost (Mkt

10-ACE |13 THE HILLMAN GROUP [ Moveup |

i AT —— Cost), the value will be

- — used the next time you
Sm m m w L w om e o purchase this item from the
2B E v N @ Bk O supplier.

Serial # &

A
L ? Edit part's supplier data.
i |
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Purchase Order Importer

You have 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
7( 1 #lints Receivable >
\@' Data Validation
e Data Viewer

nvoice/Quote ownload
ﬁ Mobile Services
Paladin Management
PO Remote Services > |-
Updates E=f
EL Utilities >
Del Paladin Mobile
L

D

Using the Purchase Order Importer

In Paladin, from the top menu, select Maintain > Data Viewer.

Click the Purchase Orders tab
Then click the Import tab

- 10| x|

c B | o s . -y - NP o -~ | L. "
Gl Summary IME rstart Savings Inventory voices Invoice mpot  Log arpn Master
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Using the Purchase Order Importer (cont’'d)

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 (.xIsx) and Tab-delimited text file

g 1
~ Paladin POS Dats Viewer =10 x]
L ng ACH Revew Customer AR Customers Cumomer Mege Decourts GL Summary IME hatant Savings  Invertory  voices  nvoce impont
Marpn Master  Moble (his  ProngPlan Mepe Puchase Ordes Rawards Ssles EDI Ssles Hst  Settngs  Table Expoder/importer

A B C D

1 PART # SUPPLIER # QUANTITY COST /

2 |ABC 180 25 1.00

3 DEF 20 5 2.00 | TabDelimited_Template.txt - Notepad

4 GHI 15 20 3.00 :

= File Edit Format View Help

5

E hac 180 25 1.00
DEF 20 5 2.00

GHI 15 20 3.00
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Using the Purchase Order Importer (cont’'d)

g e G e e e When the item information file
sl ———— is formatted and completed,
J press Save and Close the file.
O e — e — ] Click the ellipsis [...], select the
e 0 Excel or Tab delimited file, then
= L S click Process.
—— Items in the file will be added to the
C (o) [ pending purchase order only when
they match active inventory items
iIn Paladin.
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Using the Purchase Order Importer (cont’'d)

= Paladin POS Data Viewer |0 x|

e 101t o s i e e 0 e U6 e b e | If a match Is not found, or
the format is not correct, the
line is skipped.

N e (e 5 At the end of the import
I ————— process, a message opens
| S— — with the number of pending
‘ : purchase orders that were
x| created and the number of

Created 2 pending purchase orders, Skipped 2 lines, Ilnes th at Were Skl pped .

1
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Using the Purchase Order Importer (cont’'d)

OY W B WO s

= B C D E
PART# SUPPLIER # QUANTITY COST STATUS
PARTI10 10 25 3.49
PART20 10 > 9.79
PART30 21 20 20.99
PART40 500 -10  5.99|Skipped

INVALID 10 20 22.50|Skipped

When the import process is completed, open
the original import file to view a new STATUS
column that identifies skipped lines.

In the PO module, you can view, edit,
confirm, and buy (send to the supplier) the
pending purchase orders.

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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L earn 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/webinars/
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Next Webinar:

March 12, 2024
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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