
Standard Operating Procedure 

Provisions – Preorder Report Process & PO Creation 

 

Setting Up Coded Non-stock Items 
To set up a Coded Non-stock Item in Provisions: 

1) Go to File Maintenance  Inventory Master  
2) In tab 1. General, enter the product number, search for the product by using the magnifying glass, or 

type key word and hit F2 to bring up options then hit okay to select product. 
3) Change Status Code to CN for Coded Non-stock. 

 

 
 

4) In tab 2. Stock, change the Product Warning to one of the following CN symbols: 



 
 
 

5) Coded Non-stock Symbols.  

 
 

6) Products added to orders after cutoff times can be handled in one of two ways. We can allow those 
orders to be entered or automatically apply that product to the customer’s next order day. Leniency 
about after-cutoff ordering can be turned on or off. 

i)  IT will take care of this task in the Table setup field.  



 

 

 

 

 

Purchasing Inquiries, Reports, & PO Creation for Coded 
Non-stock Items 
1) To run a report of Coded Non-stock products ordered in the system: 

a) Go to the Purchasing section of Provisions  Purchasing Inquiries & Reports  
b) Click on Non-stock Report and PO Creation  
c) Sort by ship date thru for a range of dates. 



d)  
i) Non-Stock/Transfer PO Listing – Provides a report of the Coded Non-stock items by: 

(1) Order Number 

(a)  
(2) Branch Buyer Code 

(a)  
(3) Vendor Code 



(a) If looking for a vendor by name, change Sort by: to Acronym + Vendor, make sure 
your in CAPS Lock and type the vendor in the From: field.

 

(b)  
ii) Maintain Record Information – This allows you to view all CN items associated with an Order 

Number, Branch Buyer, Vendor Code, and BOM – CN Orders (I have to check what this 
means. It doesn’t appear to be active.) At this point you can update pricing and quantities. 

 
iii) Create Non-Stock PO – This will add all non-stock requests through that date to POs 

according to their respective lead time indicators. You can choose Process Regular Orders 
and then choose a Vendor (If looking for a vendor by name, change Sort by: to Acronym + 
Vendor, make sure your in CAPS Lock and type the vendor in the From: field.). Alternatively, 
you can choose Process All Orders and then choose a Vendor. 

iv) Creating POs clears items from the report. You can use the Maintain Record Information if 
you’d rather manually add these items to POs and then manually delete them from the 
request records.  



v)  
e) They are changing the Vendor option to then sort by buyer. 
f) If you chose to sort by Buyer then it will sort by vendor, then order # 
g) If you don’t choose a Buyer, it will print all of buyers. 
h) Click Ok to Create 

 
2) POs are generated and that clears items from the report.

 
 

3) Entering a Coded Non-stock item on a sales order does not automatically create a PO. The item is 
only processed when the Buyer chooses to add it to a PO by running this process.  



4) If Sales changes the quantity on their sales order, they get this notification, and an email is sent to 
the Buyer. 

 

 

 

 

 


