
 

Standard Operating Procedure 
Provisions - Purchasing 
 
 
Determining Products to Buy 

1. Go to Purchasing  Inquiries & Reports  Purchasing Reports (cont) 
a. Choose 4 Week Usage: Need to Buy Report 
b. Sort by Buyer or Vendor. 

 
c. Run the report to PDF 

 
 
Creating a Purchase Order 
Address Tab - 

1. Enter PO Number (New) 
2. Enter Vendor Code or search with the magnifying glass (the system automatically searches 

through the first column on the left. Click on the Vendor Name and then search in all CAPS 
and it will sort the list to find the vendor.   

 
Another way to search for the vendor is to first create a new PO, then type some of the 
vendor's name in the Vendor Code field and hit F2. Options for you to choose from should 
pop up.  

https://us-prod.asyncgw.teams.microsoft.com/v1/objects/0-eus-d6-1fd06b05fe1c3ca7991463c4968e60fc/views/imgo


 

 
 
 

 
3. Fill in Attention to: and Confirm To: 
4. Alter Ship To address to either D&B or Lineage 
5. Change Required Date to due date 
6. Change Ship Via according to freight charges associated with the vendor. The most common 

choices are OT = Our Truck, CC = Common Carrier, or UPS 

 
 
 
 
 
 

https://us-prod.asyncgw.teams.microsoft.com/v1/objects/0-eus-d10-c0d147eda66b5ba714f45dde42db43ae/views/imgo
https://us-prod.asyncgw.teams.microsoft.com/v1/objects/0-eus-d15-23a5f5cb7b7826b9a5d02bdfb919fa24/views/imgo


7. Change Freight Terms to: 01 if the product is delivered, 02 if we pay freight on a separate 
invoice (Greylawn & AC Motors), and 03 Backhaul if we pick it up. 

 
 
Header Tab – 

 
1. Change Required Date 
2. Freight Terms 
3. Ship Via and FOB 
4. Enter Branch Buyer 

 
Lines Tab –  

 
1. Click magnifying glass and search for items or type in the item code 
2. Check that Due Date is correct 
3. Change Quantity Ordered and make sure to check the U/M Purch drop down menu. 
4. Brand and Manufacturer # should autofill but make sure to change those fields if you’re buying 

an alternate brand. 
5. Update Price if necessary and press Okay or hit Enter to add that item.  
6. Repeat process to create full PO. 
7. Choose Accept to finalize the PO. 

 
 
 



Instructions Tab – Add special instructions if needed. 

 
 
Totals Tab – Update Freight/LB, especially for items procured through Greylawn and AC Motors. The 
Freight is added at the bottom of the 5. Totals page using the weight in the Dimensions section. Say 
it's an AC Motors delivery of Bella that weights 154 lbs. The total freight charge for the delivery is 
$138.60 so the Rate per 100 lbs. is 100 * ($138.60/154 lbs) = $90.00.  
 
 

 
 
 
 
 
 
 
 
 
 
 


