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CHAPTER 4: PURCHASE ORDERS

Objectives

Introduction

The objectives are:

e Review the various forms and list pages for working with purchase
orders.

e Set up purchasing parameters.

e Create a purchase order and add lines to it.

e Process a purchase order.

e Generate a purchase order receipts list and product receipt.

e Review the change management process, and set up the system for
change management.

e Review additional tasks that can be completed for a purchase order.

e Review the list pages and inquiries that are available for purchase
orders.

In Microsoft Dynamics® AX 2012, purchase orders are used throughout the
purchasing process to record information about the goods and services that a
company buys from various vendors.

Purchase orders can help people in various roles to update and keep track of
order statuses. For example, the Purchasing Agent uses purchase orders to create
a list of products that are to be purchased from a specific vendor. Information
such as price, delivery information, and items are recorded into the purchase
order. Additionally, the Purchasing Agent will generate a purchase order
confirmation document. This is an external document that is sent to the vendor to
notify them of the purchase.

The Warehouse Worker might also use the purchase order to track and update the
system when the goods or services are received from the vendor. And, the
Accounting Clerk might use the purchase order to enter and generate the invoice
for the purchase order so that payment can be made to the vendor for the
products provided.

For more information about generating invoices for purchase orders, refer to the
Financials I in Microsoft Dynamics AX 2012 course.
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Working with Purchase Orders

Various forms and list pages are available for creating, reviewing, and updating
purchase orders. The following topics review the Purchase order form and

Purchase order list page functionality.

All Purchase Orders List Page

The All purchase orders list page is found in Procurement and sourcing >
Common > Purchase orders > All purchase orders. The list page displays all
purchase orders for the current company. The list page can be used to create,
change, or review any purchase orders in the system for the company that you are

logged in to.
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FIGURE 4.1 ALL PURCHASE ORDERS LIST PAGE

The All purchase orders list page contains two FactBoxes that display
additional information about the selected purchase order.

e Latest purchase orders - displays a list of recent purchase orders
for the same vendor as the purchase order selected in the grid. The
user can browse to a related purchase order by clicking the Purchase

order link inside the FactBox.

¢ Related information - displays the number of open invoices for the
same vendor as the purchase order selected in the grid. If you click
the Invoices link, the list page will be updated to the Open vendor

invoices list page for the selected vendor.
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The buttons in the Action Pane are used to complete various tasks that are related
to the selected purchase order(s). Not all buttons are available when you select
more than one purchase order.

The preview pane on the All purchase orders list page displays a list of each
line on the selected purchase order.

Purchase Order Form

The Purchase order form is used to enter and view the details about one specific
purchase order. There are several ways to open the purchase order form:

Open Procurement and sourcing > Common > Purchase orders >
All purchase orders. Next, click the Purchase order button in the
New group of the Action Pane.

Open Procurement and sourcing > Common > Purchase orders >
All purchase orders. Next, select the desired purchase order and
then click Edit in the Maintain group of the Action Pane.

Open Procurement and sourcing > Common > Purchase orders >
All purchase orders. Next, double-click the desired purchase order.

The Purchase order form has three views available: header, line, and edit in

grid.

When you open the Purchase order form, it will always open in the Line view.
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FIGURE 4.2 PURCHASE ORDER FORM - LINE VIEW
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The line view version of the form has three FastTabs:

e Purchase order header - this tab displays basic information from
the header of the purchase order. This applies to all lines of the
purchase order. However, some fields can be overridden at line level.
To expand the Purchase order header FastTab, enter CTRL + 1.

NOTE: Customization of the Purchase order header FastTab is expected
because these fields will be specific to each company that is installing Microsoft
Dynamics AX 2012.

o Purchase order lines - displays a list of each item or service for the

purchase order. This FastTab will always be expanded.

Line details - displays additional information for the line that is
selected in the Purchase order lines tab. The additional information
on the Line details tab is split into several tabs across the bottom of
the tab page which divides the additional fields into logical groups or
areas. To expand the Purchase order header FastTab, enter CTRL
+3.

To enter detailed information about a purchase order into the header and
optionally have the information copied to all the lines of the purchase order, you
must open the Header view. To access the Header view, click Header view in the

Show group of the Action Pane on the Purchase order form, or enter F12.
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FIGURE 4.3

PURCHASE ORDER FORM - HEADER VIEW

When you are in the Header view of the Purchase order form, the Header view
button on the Action Pane will be highlighted to give you a visual indication of

the current v

1EW.
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The header view is split into several tabs. These are described in the following

table:

Tab

Description

General

View and edit information about the selected purchase
order.

The shortcut to expand this FastTab is CTRL + 1.

Setup

View and change the buyer group, order, pool, and language
information for the selected purchase order.

The shortcut to expand and contract this FastTab is CTRL +
2.

Address

View or select address information for the delivery address
for the selected purchase order.

The shortcut to expand and contract this FastTab is CTRL +
3.

Delivery

Set up delivery information for the order.

The shortcut to expand and contract this FastTab is CTRL +
4.

Price and
discount

Enter price and discount information for the order.

The shortcut to expand and contract this FastTab is CTRL +
5.

Foreign trade

Enter foreign trade information for the order.

The shortcut to expand and contract this FastTab is CTRL +
6.

Financial
dimensions

View a default financial dimension for the purchase order
header. Track the use of each financial dimension in the
account structures and the account rule structures.

The shortcut to expand and contract this FastTab is CTRL +
7.
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To change or update information on the purchase order in a grid view click the
Grid icon in the status pane of the Purchase order form. This lets you modify
information on the most common purchase order fields. It also lets you select
multiple purchase orders for update.
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FIGURE 4.4 PURCHASE ORDER FORM - EDIT IN GRID VIEW

Purchase Order Types

When you create a purchase order, you must indicate which type of order, it is.
You can select one of the following order types:

e Journal - use as a draft. This type does not affect stock quantities
and does not generate item transactions. The purchase order journal
lines are not included in master scheduling.

e Purchase order - use when the vendor confirms an order.

e Returned order - use when you return goods to the vendor. The
returned item number (the RMA number) that the vendor gives you
must be entered on the Other tab.

TIP: You can set up a default purchase order type inside the Procurement and
sourcing parameters form in the Purchase type field.
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Purchase Order Statuses

A purchase order can have several statuses that indicate how far the selected
order is in the purchase order process. As part of the work-flow and change
management enabling of the purchase order, an approval status is implemented
on the purchase order header.

e Open order
e Received
e Invoiced

e (Canceled

As part of the work-flow and change management enabling of the purchase
order, an approval status is implemented on the purchase order header. For more
information, refer to “Approval Statuses” topic in this module.

e Draft

e In Review
e Rejected
e Approved

e Confirmed

e Finalized

NOTE: For more information about work-flow, refer to the Procurement in
Microsoft Dynamics AX 2012 course.

In addition to the Status on the purchase order's header, each line of the order can
also have a status.

e Open order
e Received
e Invoiced

e (Canceled

Purchase Order Document Statuses

In addition to the purchase order status, each purchase order has a document
status that indicates which documents are generated for a selected purchase order.

e None - no documents are generated for the order.

e Product receipt - at least one product receipt is generated for the
order.

o Invoice - at least one product receipt is generated for the order.
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Because the status and document status are calculated separately, different
combinations of statuses and document status can help additionally identify an
order’s status. For example, if an order’s status is Open order, and the document
status is Invoice, you can conclude that the order is partly received and invoiced.

One-Time Supplier

Use the One-time supplier function when you are working with a supplier that
does not exist in the Vendors form. Before you use this function, make sure that
a number sequence is set up for one-time suppliers in Procurement and
sourcing > Setup > Procurement and sourcing parameters > Number
sequences.

Administration Field Group
The Administration field group contains the following fields:

e Buyer group: type or select a buyer group that is in the Buyer
groups form.

e Orderer: select the name of the employee who ordered the purchase.
The employee must be set up in the employee table.

e Pool: group your purchase orders into pools for filtering and
selection purposes.

o Language: use when you print the purchase order documents that
are used to communicate with the vendor.

e Requisitioner: indicates the user who requested the items, if the
purchase order was created from a Purchase requisition. The field is
blank if multiple users requested items that are included in the same
purchase order.

e Activate change management: indicates if change management is
enabled for the purchase order.

Set Up Purchasing Parameters

Use the Procurement and sourcing parameters form to set up purchasing
parameters. You can perform the following tasks:

e Define settings that apply to all purchasing transactions.

e Enter default information that will be used if the information has not
been specified at a lower level.

e Select number sequences for purchasing.
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General Tab

Use the General tab on the Procurement and sourcing parameters form to
define the general purchase order settings. The options are described in the
following table.

Parameter Description

Purchase type Select the purchase order type that is created by default
when you create an order in the Purchase order form.
A purchase order can have one of the following types:
Journal, Purchase order, or Returned order.

Return action Select the return action that is defaulted to return
default purchase order lines.
Purchase pool Select the purchase pool that you want to appear by

default on a purchase order when it is created it in the
Purchase order form.

Purchase pools are used to group purchase orders, and
for filter and selection purposes.

Prompt when Select this check box to display a message when you
specifying vendor | select or change the vendor account for a purchase

and invoice order. The message indicates that vendor's information,
account such as terms of payment, from the Vendors form will

be copied to the purchase order. If you do not select this
check box, the information will be copied and no
message will be displayed.

Basic information that is specified for the vendor's
account number, such as name and address, are copied
to a purchase order, whether this check box is selected
or not.

Prompt quantity Select this check box to automatically recommend a
field value when value for the Quantity field when you generate a
posting documents | document.

The recommended values for purchase orders are as
follows:

e Purchase order - All

e Receipts list - All

e Product receipt - All

e Invoice - Product receipt

If you previously generated the purchase order
documents by using values other than the recommended
ones, and you have selected this check box, you will
receive a message that recommends changing the
current value to the recommended value the next time
that you generate a document.
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Parameter Description

Purchase order Indicate whether purchase order prices and amounts
prices/amounts should print on the purchase order document.
Activate change Indicate whether the current company is using change
management management for purchase orders.

Allow override of | Indicate whether it should be possible to override the
settings per change management parameters for each vendor and
vendor purchase order. When this check box is selected, you

can also override the setting that is defaulted from the
vendor when the purchase order is created.

Procurement and sourcing > Setup > Procurement and sourcing parameters
> General tab

B Procurement and sourcing parameters {1 - ceu) [_[O]
a

O G Set up default values and parameters for purchase orders

Vendaor

Updates Default values

Purchase type:

Prices

Return action default: [zl -
AIF

Purchase pool: o1 -
Inwentory dimensions

Request For quate setup

Prompt when spacifying vendor and invoice account: [
Procurement site settings

Prompt quantity Field value when posting documents: [
Humber sequences

‘endor

Purchase order pricesfamaunt: 2
Change management for purchase orders
Activate changs management: r
Allow override of settings per vendar: ¥
4 - » Pl || Z|| Z | Typethat an order must be created with automatically. | ) |usD | ceu Clase Y

FIGURE 4.5 PROCUREMENT AND SOURCING PARAMETERS - GENERAL
TAB

Updates Tab

Use the Updates tab on the Procurement and sourcing parameters form to
enter or view parameters in the General and Product receipt sections. This
includes rules for delivery acceptances and product receipts.
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The update parameters are described in the following table.

Parameter Description

Accept Select this check box to enable under-deliveries to be

overdelivery accepted as a final delivery.

Accept Select this check box to enable the receiving of more

underdelivery items through the product receipt update than the
quantity that you ordered on the purchase line.

Safety level of Specify whether to allow for changes to a fully invoiced

invoiced orders purchase order.

Check for Select how duplicate product receipt numbers for each

product receipt vendor should be handled.

number used

To view or edit parameters for automatically updating order lines when you
change the sales order header, click Update order lines.

Click Update order lines button to open the form where you can specify how
purchase order lines are automatically updated when changes are made on the
purchase order header.

For each field, you can select one of the following values.

e Always - the order lines are updated automatically when the order
header is updated, unless this compromises the business logic that is
applied at a given point in the purchase order line life cycle.

e Never - the order lines are not updated when the order header is

updated.

e Prompt - the user selects whether to update the order lines, unless
this compromises the business logic that is applied at a given point in
the purchase order line life cycle.
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Procurement and sourcing > Setup > Procurement and sourcing parameters

> Updates tab
B Procurement and sourcing parameters (1 - ceu) H =
Fie O e
General f
Set up product delivery parameters
Vendor
» Updates General Update ordst lines
Prices ﬂcce =
e Accept averdelivery: 17
Safety level of inwaiced orders: INﬂnE -
Irventory dimensions
Product receipt
Request For quate
Check for product receipt number used: IRE]e;t duplicate ﬂ
Procurement site settings
Humber sequences
4 o« P M| |7 || 2 | Activate underdelivery | A(0) |usD | ceu Close | ,

FIGURE 4.6 PROCUREMENT AND SOURCING PARAMETERS - UPDATES

TAB

Prices Tab

Use the Prices tab to specify how the discounts are calculated (if various
discounts apply) and whether charges are added automatically to purchase orders
or lines. The options are described in the following table.

Parameter

Description

Discount

Determines how discount is calculated if both line
discount and multiline discount are present on the same
purchase order line.

Find main
charges

Select this check box to automatically allocate main
charges when you create a purchase order. If you have not
defined automatic charges, clear this check box to
increase performance.

Find charges
for line

Select this check box to automatically allocate line
charges that are set up for the ordered item when you
create a purchase order line. If you have not defined
automatic charges, clear this check box to increase
performance.

Date type

Specify the date used when you search for trade
agreements.
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selecting the check box.

Parameter Description

Calculate total | Select this check box to automatically calculate the total

discount on discount when purchase orders are generated. The field

posting total discount will be closed for manual editing if this
check box is selected.

Trade If you change price and discount conditions, prices and

agreement discounts could be recalculated and overwritten. You

evaluation could also trigger a dialog box. The dialog helps you

decide whether to keep the current price or discount if the
price is inherited from an external source. Add the types
of external sources that should trigger this dialog by

Procurement and sourcing > Setup > Procurement and sourcing parameters

> Prices tab

EMProcurement and sourcing parameters {1 - ceu) [_[O]
==
General - L .
Set up options for pricing and discounts
‘endar
Lipdates Prices
. Diszount: Line-+Multiline =
@& Prices
Find main charges: 2
AlF
Find charges For line: 2
Inventory dimensions Date bype: Today 'I

Request For quotation
Total discounts

Procurement site settings Calculate botal discount on posting: [~

Humber sequences )
Trade agreement evaluation

If ywou change price and discount conditions, prices and discounts could get recalculated and overwritten, You could also trigger a dialog.
The dislog helps you decide whether to keep the current price or discount i the price or discount is inherited from an external source, Add

the types of external sources that should trigger this disloa.

el add 3 Remove

[™| Maintain sources that activate dialoi )

Purchase agresment

Copied from purchase order

Project

Purchase requisition

Request for quotation

IManual entry

Determines total discount if both line and multiline discount are allocatad.

J- T

FIGURE 4.7 PROCUREMENT AND SOURCING PARAMETERS - PRICES TAB
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Inventory Dimension Parameters

Use the settings on the Inventory dimension tab to select the inventory
dimensions that are displayed on purchase order lines.

Procurement and sourcing > Setup > Procurement and sourcing parameters
> Inventory dimensions tab

M Procurement and sourcing parameters (1 - ceu) [_ O] x]
o

General .o I . )
ener Specify inventory dimensions for purchase order lines

“Wendor

Updates Inventory dimensions Show on overview

Purchase arder lines: [V
Frices Pallet ID
Lacation
Sl Batch number
Warehouse
Inventory dimensions Site
Color
Request For quotation Size:

Configuration

Procurement site settings

Mumber sequences

Determines total discount if both line and multiline discount are allocated. Close Id

FIGURE 4.8 PROCUREMENT AND SOURCING PARAMETERS - INVENTORY
DIMENSIONS TAB

Number Sequences

On the Number sequences tab, you can select a number sequence that is
associated with each reference. Number sequences are used to assign logical or
sequential numbers to a document or record. For example, the number sequence
code that is assigned to the Purchase order reference is used to generate a new
unique number for each purchase order that is created.

The number sequence can be set up to have a specific format such as PO####.
This means that the purchase order number will be generated by using the next
available number in that format.
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For example, if the next number in the sequence is 11156, when a new purchase
order is created, the system will generate the purchase order as PO11156.

m Procurement and sourcing parameters {1 - ceu)

Gengral

Vendor

Updates

Prices

AIF

Irventory dimensions
Request for guotation
Procurement site settings

@ Number sequences

Reference type

Set up number sequences for purchasing

Group

sequence code | Sales tax book section

Purchase order confirmation AP_009
Receipts list AP_010
Renquest For quatation case 1D Acco_173
Request For quatation Acco_183
Inkernal request For quatation ID Acca_LEZ
Consolidation opportunity Acca_L009
Purchase agreement 1D Acco_1010
Purchase requisition wvoucher Acco_Lomoy
Disallowed wendar ID vend_1033
Request 1D vend_1034
Confirmation of product receipt source dacurent | Acca_LO11

Unique key For purchase identification. The key is used when creating new purchases.

Close I )

FIGURE 4.9 PROCUREMENT AND SOURCING PARAMETERS - NUMBER
SEQUENCES TAB

Each number sequence must have a number sequence code specified before a
document of that type can be created.
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Create Purchase Orders

There are several ways to create a purchase order. The following topics describe
in detail the steps for creating a purchase order and adding lines to it.

Procedure: Create a Purchase Order
To create a new purchase order, follow these steps:

1. Open Procurement and sourcing > Common > Purchase orders >
All purchase orders.

2. Click Purchase order in the New group of the Action Pane to create
a new purchase order.

3. Inthe Create purchase order form, select a vendor.

m Create purchase order {1 - ceu) M=l E3
Yendor

One-time supplier: [T

Wendor account: Ih

Mame: W

Conkact: I j

Address

Deelivery name: Contoso Entertainment Address: | 123 Coffes Strest
Systems (West) Suite 300

Redmond, Wa 98052
Usa

Delivery address: IContoso Entertainment Systams j _e'l E%

4 General 000407
Purchase order Currency Dates
Purchase order: 000407 Currency: uso - Accounting date: 4§20f2011 :ﬁ
Purchase type: yurchase order | Storage di ) Delivery date: 420f2011 :ﬁ
Invaice account: I 1102 j Siter I Z -] Interc
Mame: Snow Projectors Tntercompany: [
Warehouse: I -
References
Projeck 10 vl
Purchase agreement: 10 vI
4 Administration
Buyer group: 20 - Paoal: 0z -
CQrderer: I Julia Funderburk j Language: I EM-Us -
Requester: I ﬂ Ackivate change management: |
oK Cancel |

Type of the current purchase

A

FIGURE 4.10 CREATE PURCHASE ORDER FORM

4. Ifyou are prompted, click Yes to copy address, delivery address,
currency, invoice account number, and language to the purchase
order.
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5. Inthe Purchase type list, select the type of purchase order to create.

6. Enter or change the information in the Create purchase order form
if it is necessary, and then click OK.

Adding Lines to a Purchase Order
There are several ways that lines can be added to a purchase order.

e Manually add one line at a time by using the Add line button on the
Purchase order lines tab, and then select one of the following:

o Item number - Use the Item number drop-down list to select a
product that is defined in the system. These products can be
stocked or not stocked based on the setup that is defined on the
product.

o Procurement category - Use the procurement category drop-
down box to select a category for purchasing a product for
indirect procurement.

e Add multiple lines by using the Add lines button on the Purchase
order lines tab. On the Create lines form, use the Filter >
Advanced filter sort button to search for the desired products. Next,
enter the desired quantity next to each item number in the Purchase
quantity field. Use the Create button to accept the amounts and
close the form, or use the Apply button to add the selected item
numbers to the purchase order and continue to search.

[BFiCreate lines (1 - ceu) - Purchase order: 000004, Fabrikam Supplier

Existing tems | e items | Fiter ¥

Itermnumber | site | Purchase quantity | Available physical | Ioventory ¥|
10004 [
10005 |

I™| Configuration | Siee | Color_| Purchase quantiy | Avalable physical
HHD 42 o1 100,00 25.00

HD 0 [m zz.00
NHD 0 [m 17.00
HD 42 |02 100,00 5.00

HD s0 o2 5.00
NHD s0 |2 177.00
HD P 155.00

BANumber of purchase units
4

FIGURE 4.11 CREATE LINES FORM

e Copy lines from another purchase order by using the From all or
From journal button in the Copy group of the Action Pane on the
Purchase order form.
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Procedure: Add a Line to a Purchase Order

To add a line to purchase order, follow these steps:

1.

From the Purchase order form, click the Line view button in the
Show group of the Action Pane.

Click Add line in the Purchase order lines tab.
Select the Item number or Procurement category.

If it is required, enter the Size, Color, Configuration, and other
inventory dimensions.

Type the quantity to be purchased in the Quantity field.

Select the unit of measurement to purchase the quantity that is
specified in the Unit field.

Enter the Unit price for the line.

Optionally, enter discount information and repeat steps 2 through 8
for each additional line.

Procedure: Enter Purchase Order Header Details

Detailed information can be entered or viewed for a purchase order by using the
Header view on the Purchase order form. To enter details about a purchase
order, follow these steps:

1.

Click Procurement and sourcing > Common > Purchase orders >
All purchase orders.

Select the desired purchase order and then click Edit in the
Maintain group of the Action Pane to open the purchase order, or
click Purchase order in the New group to create a new purchase
order.
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3. Click Header view in the Show group of the Purchase order form.

B Purchase order (1 - ceu) - Purchase order: 000004, Fabrikam Supplier 9 [=] E3 |
File Purchase order | Purchase  Manage  Receive  [nvoice  General O @
£ - 4 - Delete = o 7 Fromall 0
EE) / .
B8 / s Cancel [ & Fram joumnal il
Purchase  Froma  Edit Reguest Revert Header | Line Totals  Attachments
order  sales arder change change view | view
Hew Maintain Show Copy View  Attachments
000004 ; 4101 - Fabrikarm Supplier Received
4 General 000004 | Fabrikem Supplier | 4101 | 4101 | 1
Purchase order Contact information Storage dimensions
Purchsse order: 000004, Intemet address: ke ffwww vendor22 msn.com w Q@ sie 1 v
hame: Fabrikem Suppier E-mal VendorzZ@VendorzZ Ms.com  w| 53 Warehouse <
Purchase type: ~
wpei [purchase order Status Ressons
Vendor Status [Receved Reason <
One-time supplier: [ Document status: Product receipt Reason comment:
vendor sccount: 4101 - Appraval status: [approved
e Dbt ek el Reference
. = Header budget check resuls:
Invsice accounts [4101 T
Cortact Qualky order status:
ot smussen RMA number
a Address
Delivery name: address: [[5 Microsoft Way Attention
Redmond, WA 3052
e atention iformation:
Delivery address: | Delvery Address =] | =l
Delivery 12/15/2008 10 | FoB DS
Price and discount usp | w30 USALED_CHK
Foreign trade
Financial dimensions
4 < » ol [2]| 1| 8 | The name that is associated with the selected deivery address | o) | usD | ceu Ces= |,

FIGURE 4.12 PURCHASE ORDER FORM - HEADER VIEW

4. Click in each tab and enter the required information.

NOTE: For more information about the Header view of the Purchase order
form, refer to Working in the Header View, or refer to the Help for this form.

Ship to Multiple Address

The Multiple ship to functionality enables users to specify delivery addresses for
each order line.

Use the Multiple ship to functionality in purchase orders to specify multiple
receipt addresses.

Use the Address selection functionality to specify another address for the
purchase order lines, for example, when you ask a vendor to deliver directly to a
customer when you are not using the direct delivery feature in Sales orders. On
creation, the default delivery address on the purchase order line is the delivery
address from the purchase order header.

Procedure: Enter Purchase Order Line Details

Detailed information can be entered or viewed for a purchase order line in the
Line details tab when you use the Line view on the Purchase order form. To
enter details about a purchase order line, follow these steps:

1. Click Procurement and sourcing > Common > Purchase orders >
All purchase orders.

2. Select the desired purchase order and then click Edit in the
Maintain group of the Action Pane, or create a new purchase order.
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3. Click Line view in the Show group of the Purchase order form.

Select the desired line in the Purchase order lines tab or create a
new line.

5. Click the Lines details tab.

BMPurchase order (1 - ceu) - Purchase order: 000004, Fabrikam Supplier [_[C]
Purchase order | Purchase  Manage  Receive  Invaice  General 0@
= - » ) Delete = = | 7 Fromall 0
& 7 y, B > !
== Cancel @ From journal 1l
Purchase Froma | Edit Request Revert Header | Line Totals  Attachments
order  sales order change change view | view
Hlew Maintain Show Copy View  Attachments
000004 : 4101 - Fabrikam Supplier Received
Purchase order header
Purchase order lines
A Addline  SglAddlines < Remove Purchase orderline™ [T Financials™ g Inventory~ 5% Product and supply™ 26 Update line ™
L] 003
=] 20 640 X 38" machine screw (ca.., [ EHE
- 30 6-400 zinc nut. 3 31
. 2l
4 Line details
Order line External reference Status
Frocurement category: [ External; Finalzed: =
Product name: Binding posts. Line status: Received
Delivery reference
Text: Bindli ts State:
ex inding posts O ot submitted
St d:
Customer reference: e O
Corplete: -
Intercompany Quality order status:
Purchase requisition Crigin: l—

Furchase requisition:

M« » » | [Z]][E3] 1| 1 | category from the procurement category hierarchy | Q) |usp | eeu oo |,

FIGURE 4.13 PURCHASE ORDER FORM - LINE VIEW

6. Click in each tab and enter the required information. For example, to

change the delivery address on a line, follow these steps:
a. Click the Address tab.

b. Use the Delivery address drop-down list to select an available
delivery address for this vendor.

c. Click the Global address book icon to select a different address
from the global address book.

d. Click the Add icon to create a new address.

Delivery Schedule

The delivery schedule consists of an order line with multiple deliveries and
delivery schedule lines. Each delivery schedule line is displayed in the purchase

order under the order line with multiple deliveries. An icon distinguishes between

the order line with multiple deliveries and the delivery schedule lines. The order
line with multiple deliveries serves as a template for the delivery schedule lines.
This means that when the delivery schedule lines are created, the values are

copied from the order line with multiple deliveries to the delivery schedule lines.
For example prices and conditions from trade agreements will be applied to the

order line with multiple deliveries and copied to the delivery schedule lines.
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The quantity of the order line with multiple deliveries and the sum of the quantity
of the delivery schedule lines will always be synchronized. After a delivery
schedule line is created, most of the attributes of the delivery line can be edited as
on a typical order line.

Only delivery schedule lines will be displayed on the purchase order
confirmation or picking lists, not the order line with multiple deliveries.

NOTE: You can delete a delivery schedule from the Delivery schedule form. If
you delete the order line, the delivery schedule will also be deleted.

Procurement and sourcing > Common > Purchase orders > All Purchase
orders > Lines view > Purchase order line > Delivery schedule

B Delivery schedule (1 - ceu) - Purchase order: 000354, Line #20, 1307

Maintain delivery schedule for the purchase line

Delivery schedule

Item numbet: I 1307 Procurement category I Total quantity: 200,00 Remaining quantity: 0.00

- More options

Cancel |

FIGURE 4.14 DELIVERY SCHEDULE FORM

Scenario: Creating a Purchase Order with a Delivery
Schedule

Alicia, the Purchasing Agent, needs 200 pieces of an item each month for the
next five months. Because of the trade agreements with the vendor, she obtains a
better price if she orders at least 1000 pieces. She enters a purchase order for
1000 items and uses the delivery schedule to schedule deliveries of 200 pieces
for the next five months.
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Procedure: Adding a Delivery Schedule to a Purchase
Order Line

Detailed information can be entered or viewed for a purchase order line in the
Line details tab when you use the Line view on the Purchase order form. To
enter details about a purchase order line, follow these steps:

1. Open Procurement and sourcing > Common > Purchase orders >
All purchase orders.

2. Select the desired purchase order and then click Edit in the
Maintain group of the Action Pane, or create a new purchase order.

3. Click Line view in the Show group of the Purchase order form.

Select the desired line in the Purchase order lines FastTab or create
a new line. The quantity for the line must be greater than one.

5. Click Purchase order line > Delivery schedule.

Click New in the Delivery Schedule form, to create a new line for
the schedule, enter the Quantity and Delivery date. Repeat this step
for each delivery.

7. Notice that the Delivery schedule field group will show you the total
of all the lines and the remaining quantity.

8. Click OK in the Delivery schedule form.

Charges on Purchase Orders

Charges that you want to add to purchase orders such as invoice fees, freight, and
insurance can be added to the header or each line of a purchase order. You can
add charges manually, or Microsoft Dynamics AX can generate them
automatically.

The total value of the charges is shown in the Totals form and is included in the
calculation of the total amount.

Procedure: Add Charges to a Purchase Order
To add charges to the header of a purchase order, follow these steps:

1. Open Accounts payable > Common > Purchase orders > All
purchase orders.

. Select the purchase order for which to define charges.
3. Click Edit in the Maintain group of the Action Pane.
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4. Click the Purchase tab on the Action Pane and then click Maintain

4 General
Description: | Freight]
Currency: [ USD
Sales tax
Ledger
Invoice matching
Intercompany

Description of the charges Cose |,

FIGURE 4.15 CHARGES TRANSACTIONS FORM

5. Inthe Charges transactions form, select the code for the charge in
the Charges code field.

6. The description is loaded automatically based on the definition of the
charge in the Charges code form.

Optionally, you can edit the text in the Description field.

8. Specify how to calculate the charge in the Category field (Fixed,
Quantity, and Percent) and enter a value in the Charges value field.

9. Optionally, specify a sales tax group in the Sales tax group field.
10. Close the Charges transactions form.
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Allocate Charges to Purchase Order Lines

When you have completed setting up the charges for a purchase order, the next
step is to allocate charges to purchase order lines before processing the order.

Click Accounts payable > Common > Purchase orders > All purchase
orders. On the Purchase tab, click Allocate charges.

B allocate charges (1 - ceu) - Purchase order: 000...

Allocate charges to purchase order lines

Charges allocation:

Allocate charges o lines: I,qll lines 'l

Allocate all I
Receied: I
Stacked: I

Choose lines to exclude from allocation

Show selections and clear specific lines: [T

Allacate I Canicel |

FIGURE 4.16 ALLOCATE CHARGES FORM

Use the Allocate charges form to allocate charges from the purchase order
header to the purchase order lines.

Charges can be added to either the purchase order header or to the purchase order
lines. Occasionally, the charges that are allocated to the purchase order header
must also be allocated to the lines. For example, if transportation cost should be
added to the line item cost price, the transportation cost must be allocated to the
lines by using of one of the following methods:

e The total charges amount is allocated to the various purchase lines
according to the following:

o The magnitude of the line amount in relation to the total net
amount of the lines.

o The number of units in relation to the total number of units of the
lines.

o Equally, according to the total number of lines.

®  You can specify the types of purchase lines that the charges are to be
allocated to. Therefore, you can allocate to all lines, positive lines, or
negative lines. In this manner, you avoid allocating charges to
returned items.

e You can also manually determine the exact lines that the charge are
to be allocated.

4-24 Microsoft Official Training Materials for Microsoft Dynamics®

Your use of this content is subject to your current services agreement



Chapter 4: Purchase Orders

Procedure: Add Charges to a Purchase Order Line
To add charges to the line of a purchase order, follow these steps:

1. Open Accounts payable > Common > Purchase orders > All
purchase orders.

Select the purchase order for which to define charges.
Click Edit in the Maintain group of the Action Pane.
Select the desired line from the Purchase order lines tab.

ook w N

Click Financials > Maintain charges to open the Charges
transactions form.

Select the code for the charge in the Charges code field.

= o

Optionally, you can edit the text in the Description field.

8. Specify how to calculate the charge in the Category field (Fixed,
Quantity, and Percent) and enter a value in the Charges value field.

9. Optionally, specify a sales tax group in the Sales tax group field.
10. Close the Charges transactions form.

Process Purchase Orders

When you have finished entering the details about a purchase order, the purchase
order must be confirmed and sent to the vendor to notify them of the intent to
purchase the goods.

When change management is enabled for purchase orders, the purchase order
must be submitted through workflow and approved before the purchase order can
be approved. For more information about change management, refer to the
"Change Management" topic.

Purchase orders can be confirmed individually or in mass. There are also options
to print a pro forma purchase order. This lets you view the details before
confirming and sending it to the vendor.

Procedure: Confirm a Purchase Order
To confirm a purchase order, follow these steps:

1. Open Procurement and sourcing > Common > Purchase orders >
All purchase orders.

. Select the desired purchase order and then click the Purchase tab.
3. Click Confirm.

NOTE: The purchase order confirmation will print according to the print
options that are selected in the Confirm purchase order form. If print
management is being used, the confirmation will print according to the print
management settings.
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IMPORTANT: When the purchase confirmation is generated, if the purchase
order encumbrance process is enabled, the system will post the purchase order
encumbrances.

Procedure: Generate and Print a Purchase Order

The Confirm purchase order form is used to set up options for confirming and
printing a purchase order. The form can also be used to confirm more than one
purchase order at the same time. To generate and print a purchase order
confirmation, follow these steps:

1. Open Procurement and sourcing > Common > Purchase orders >
All purchase orders.

Select the desired purchase order and then click the Purchase tab.
3. Click Purchase order in the Generate group of the Action Pane.

mtunfirm purchase order {1 - ceu} =] B3
Parameters | Other | Select
Parameters Print options Printer setup ¥
Quantity: IOrdered quantity Prink: I.C\fter 'I

Posting: v Print purchase order: 2

Late selection: |_ Use print management destination: |-

Overvies | Sefup |

Mew X Delete

I Update Purchase order | Mame

Purchase order 000405 Earth Televisions

Ok Canicel Batch

Print purchase document

FIGURE 4.17 CONFIRM PURCHASE ORDER FORM

4. Click Select to change the query and select more than one purchase
order. Click OK to accept the query and return to the Confirm
purchase order form.

5. Select the Print purchase order check box to print the confirmation.

6. Optionally, select the Use print management destination check box
to use the print management settings that are defined on the vendor
or on the Form setup form.

Click Printer setup > Purchase order to select the output.

8. Select the Send to option, select the specifications, and then click
OK.

9. Click OK to process and print the confirmation.
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TIP: You can process purchase order confirmation in mass by using the batch
processer. Access the periodic job from Procurement and sourcing > Periodic >
Purchase orders > Confirm purchase orders.

Make sure that you select the Late selection check box to re-execute the selection
query every time that the batch job runs. Click Batch to define the recurrence
and alert options.

Procedure: Pro Forma Purchase Orders

The pro forma purchase order confirmation lets you simulate the purchase order
confirmation without updating the status of the purchase order. In addition, if
purchase order encumbrance process is enabled, the pro forma purchase order
confirmation will not create the purchase order encumbrances. To process a pro
forma purchase order confirmation, follow these steps:

1. Open Procurement and sourcing > Common > Purchase orders >
All purchase orders.

Select the desired purchase order and then click the Purchase tab.

3. Click Pro forma purchase order in the Generate group of the
Action Pane.

4. Select the Print purchase order check box and then click Printer
setup > Purchase order to select the output option.

5. Click OK.
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The purchase order confirmation will print with "Pro forma purchase order"
printed in the upper section of the document.

B show purchase order (1) =] B
De
1 of 1 % - | 100w - Find | Mext
Contoso Entertainment Systems  Telephone 425-123-4567 =~
fest)
123 Coffee Street Fax
Suite 300 Giro
Redmond, Wia 38052
Usa Tax registration
number
Enterprise number
Earth Televisions f h d
Pro forma purchase order
789 Jones Street
Bellevue, WA 30004
United States of America Feae toft
Mumber 000405-3
Date 472172011
Prepayment obligation Mo
Delivery terms FOB_DS
Attention informeation
Delivery address
Contoso Entertainment Systems
123 Coffee Street
Suite 300
Redmond, A 38052
usa
Line Unit Discount Print
number Ttem number Description Delivery Quantity Unit  Currency price Discount  percent Amount code
10 20001 Home Theater 171672011 300.00 e3 uso 0.00 0.00 0.00 0.00
System
Home theater -
system
Configuration : 000045_203
String of length 255 coss |,

FIGURE 4.18 SAMPLE: PRO FORMA PURCHASE ORDER CONFIRMATION

Procedure: Finalize a Purchase Order

When the purchase order encumbrance process is enabled, or if you are using
budget checking on purchase orders, you might have to reverse encumbrances or
relieve the reservation of budget funds when a purchase order is canceled or on
back order and the products are not going to be received. When you finalize a
purchase order and purchase order lines, the system liquidates remaining
quantities and amounts that are budgeted and encumbered.

To finalize a purchase order, follow these steps:

1. Open Procurement and sourcing > Common > Purchase orders >
All purchase orders.

Select the desired purchase order and then click the Purchase tab.
3. Click Finalize in the Generate group of the Action Pane.
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To finalize a purchase order line, follow these steps:

1. Open Procurement and sourcing > Common > Purchase orders >
All purchase orders.

2. Select the desired purchase order and then click the Purchase order
lines tab.

3. Select the desired purchase order line.
Click Update line > Finalize.

NOTE: An encumbrance is a reservation of budget funds that are set aside on
the balance sheet to make sure that actual expenditures do not exceed the
available budget. If encumbrance processing is enabled, encumbrances are
created for a purchase order when the purchase order is confirmed.
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Lab 4.1 - Create Purchase Orders

Contoso Entertainments System - Company CEU
Scenario

You are a new purchasing agent at Contoso Entertainment Systems. You are in
training all day, and the trainer has left you with the following purchase order to
create.

e One Purchase order for Fog Projectors to be delivered on today's
date.

o 20 pieces of item number 1507 to be delivered to Warehouse 2

o One piece of item number 1707 to be delivered to the Quality
Testing Center. This is located at 123 S. Main Street, New York,
NY 10006

Challenge Yourself!

Create the purchase orders according to the specifications from the scenario and
make sure that you confirm the purchase order.

Need a Little Help?

e Use Vendor 1103 Fog Projectors
e Update the delivery address on the Header view
e Add two lines to the purchase order

e Create a new address for the Quality Testing Center which is located
at 123 S. Main Street, New York, NY 10006

Step by Step
To create a purchase order, follow these steps:

1. Open Procurement and sourcing > Common > Purchase orders >
All purchase orders.

Click Purchase order in the New group of the Action Pane.
Select 1103: Fog Projectors for the Vendor account.

Click Yes to transfer vendor information.

Click OK to create the order.

Click Header view in the Show group of the Action Pane.
Click the Delivery tab.

Type today's date into the Delivery date field.

© 0Nk W

. Click Line view in the Show group of the Action Pane.
10. Click Add line.
11. Select Item number 1507.
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12.
13.
14.
15.
16.
17.
18.
19.

20.
21.
22.
23.
24,

25.
26.

Click Add line.

Select Item number 1707.

Type "1" into the Quantity field and then press the Tab key.
Click No, to accept the quantity of 1 entered.

Click the Line details tab.

Click the Address tab.

Click the Add a new address icon.

Type "Quality Testing Center" into the Name or description field of
the New address form.

Select USA in the Country/Region field.

Type "10006" into the ZIP/Postal code field.
Type "123 S. Main Street" into the Street field.
Click OK.

Click the Delivery address drop-down list and select the Quality
Testing Center address that you just created.

Click the Purchase tab on the Action Pane, and then click Confirm.
If the confirmation prints to your screen, review and close the forms.
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Generate Purchase Order Documents

Microsoft Dynamics AX 2012 offers many documents that you can apply when
you work with purchase orders. When you generate a document for a purchase
order, Microsoft Dynamics AX 2012 updates the order according to the stage it
has reached in the order cycle.

This lesson discusses the generation of two documents; the receipt list and
product receipt.

Generate a Receipts List

Generating a receipts list from a purchase order does not change the status of a
purchase order or create any inventory transactions. It only provides a means for
checking and validating shipments before accepting the order. The use of this
function is determined by a business need and might not be a required process.

NOTE: A more advanced process for generating a receipts list is available in
WMS functionality. Refer to the Warehouse Management in Microsoft Dynamics
AX 2012 course for more information.

Scenario

For the past six weeks, all the shipments that Contoso Entertainment Systems has
received from one of their suppliers are incorrect: either items are missing, or
additional items are added. To address this situation, the receiving staff has
decided to print a receipts list for all purchases from this supplier and compare
the shipment to the list before accepting the shipment.

Procedure: Generate a Receipts List
To generate a receipts list, follow these steps:

1. Open Procurement and Sourcing > Common > Purchase orders
> All purchase orders.

Select the purchase order to generate the documents.

3. Inthe Receive tab on the Action Pane, click Receipts list in the
Generate group.

4. In the Quantity field, select Ordered quantity.
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5. Select the Print receipts list check box to print the receipts list.
6. Click OK on the Posting receipts list form.

7. Ifyou selected the Print receipts list check box, a receipt list that
contains all the ordered items to be received is printed.

mshow receipts list (1) M=l E5
0e
1 of 1 W ey | 100% -
Delivery Address
123 South Street
Drallas, T 75201
usa
Receipts list
Page 1ofl
Purchase order nn03sn
Drate 472272011
Mode of delivery Truck
Terms of delivery FOB destination
Telephone 425-123-4567
Fax
Giro
Tax registration number
Enterprise number
Line Purchase
number  Item number Description quantity Unit Delivery date Quantity In stock
10 1601 Standard Digital 200,00 ea T/32008 200,00
‘Wideo Recorder
Model 01
Receipt
N

FIGURE 4.19 SHOW RECEIPTS LIST REPORT

NOTE: The purchase order must be confirmed before the Receipts list can be

generated.

Generate Product Receipt

The next step in updating purchase orders is to receive the item or services, and
then enter the receipt list into the system. This creates a physical inventory
transaction and makes the items available if they are stocked products. For
stocked and not stocked products, if the Post to general ledger parameter in the
Accounts payable parameters form is selected the product receipt will update
the sub ledger. Record this transaction in the system by generating the product

receipt.
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If all items on a given purchase order are received, the purchase order Status
field changes to Received.

Example:

You order 60 pieces of an item. You receive and register 40 pieces and product
receipt update the order. The status in the Status field is Open order. You receive
the final 20 items and product receipt update the order with the remaining 20
items. The purchase order status now changes to Received.

m Posting product receipt (1 - ceu) =

Parameters Iother I Select
Parameters Print options Arrange

Quankity: IOrdered quantity j Prink: IAftar 'l Tokals
Posting: |7 Prink product receipt: |7
Printer setup

Use prink management destination: |

Print sales documents: -

Quarview |Setup I Linzs | Ling details I Furchases I Fixed assets |

Mew 24 Delete

Purchase order | Mame Product receipt
Product receipt 000354 Coho Recelvers Jestasl

Ok I Cancel Eatch

Invoice number

FIGURE 4.20 SHOW PRODUCT RECEIPT REPORT
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Procedure: Generate a Product Receipt

To generate a product receipt, follow these steps:

1.

Open Procurement and Sourcing > Common > Purchase orders
> All purchase orders.

Select the purchase order to generate the documents.

In the Receive tab on the Action Pane, click Product receipt in the
Generate group.

In the Quantity field, select Ordered quantity.

Make sure that the Posting check box is selected to update the sub
ledger.

Select the Print product receipts check box to print the product
receipt.

Type the product receipt number in the Product receipt field.
Click OK on the Posting product receipts form.

If you selected the Print Product receipts check box, a product
receipt that contains all the ordered items that were received is
printed.

B show product receipt (1)

C @

Contoso Asia

123 ¥ia Street
Beijing 100027 China Co

Ttem number ipti Ordered Unit Received quantity

1 of 1 @ |- | 1000 - Find | Mext

& nte.rtabunem,
Syaterns

Product receipt

Fage 1ol
Purchase order 0001353
472272011

Facking slip 555
Internal product receipt 11465

Warehouse 200, Gate 1
123 South Street

Dallas, TX 75201
usa

Telephone 425.123-4567
Fax
Giro

Tax registration number
Enterprize number

Remaining

1103
1103

High End Speaker - ash/16 inches 5.00 ea 5.00
High End Speaker - ash/16 inches 30.00 ea 30.00

String of length 255 Close 4

FIGURE 4.21 PRODUCT RECEIPT REPORT
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Product Receipt Form - Other Tab

There are several other important fields on the Posting product receipt form.

On the Other tab, in the Credit check limit parameter, specify if a credit limit
check must be performed.

Select from the following options.

e None

e Balance

e Balance + packing slip or product receipt

e Balance + All
You can use summary update to help minimize paperwork by merging several
purchase orders into one document. For example, if you have three purchase

orders to be delivered today and they are all from the same supplier, you can
merge the three orders into one product receipt.

The values that you can select in the Summary update for field are as follows:

e None
e Invoice account
e Order

e Automatic summary
Product Receipt Form - Lower Grid
There are several tabs in then lower grid.
Overview Tab

In the Overview tab, you can review the details of the purchase order to make
sure that you are processing the correct purchase order. When you perform a
product receipt update, enter the vendor's product receipt number on this tab in
the Product receipt ficld.

Setup Tab

If the dates differ from today's date, enter them in the Product receipt date and
the Document date ficlds on the Setup tab.

Lines Tab

Select the Lines tab to make sure that the items and quantities to be received are
correct. You can also specify whether a purchase order line must be closed for
additional updates by using the Close parameter. You can only close a line if the
under delivery percentage for the line allows for closing.
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Line Details Tab

View additional details such as charge, discount settings and other details on
each item by clicking the Line details tab.

If the quantities received on the product receipt update equal the ordered
quantities, the purchase order status will change to Received. If there is a back
order on one or more items, the value in the purchase order Status field remains
at Open order status.

Purchases Tab

In the Purchases tab, you can view the name of the purchase order.

Fixed Assets Tab

The Fixed Assets tab indicates if the purchase is for either an existing fixed asset
or a new fixed asset.

Product Receipt Form - Buttons
The following are the available buttons on the Product receipt form:

o Select - define a query to limit and sort the data that will be posted.

e Arrange - assemble multiple orders into, for example, one product
receipt. To activate the Arrange button, on the Other tab select a
value for the Summary update for field. If the Summary update
for field is set to None, the Arrange button will be unavailable.

e Totals - view the totals for all the orders in the Posting form. You
can change the totals from the purchase posting forms, but not from
the sales posting forms.

e Printer Setup - print the document. To specify the printer to use,
click Printer setup, select the document type to print, and select a
printer.

Procedure: Generate a Partial Product Receipt
To generate a partial product receipt, follow these steps:

1. Open Procurement and Sourcing > Common >
Purchase orders > All purchase orders.

Select the purchase order to generate the documents.

3. Inthe Receive tab on the Action Pane, click Product receipt in the
Generate group.

4. In the Quantity field, select Ordered quantity.

5. Make sure that the Posting check box is selected to update the sub
ledger.
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6. Select the Print product receipts check box to print the product
receipt.

. Type the product receipt number in the Product receipt field.
8. Click the Lines tab.

Enter the quantity being received in to the Quantity field for each
line.

10. Click OK on the Posting product receipts form.

11. If you selected the Print Product receipts check box, a product

receipt that contains all the ordered items that were received is
printed.

Procedure: Cancel a Product Receipt

The Product receipt journals form displays all generated product receipts. From
this form, you can to correct or cancel the product receipt, if the product receipt
was generated incorrectly or by accident.

Canceling the product receipt reverses all product receipt posting and removed
the product from inventory.

NOTE: A Product receipt cannot be canceled or corrected if the purchase order
is invoiced.

To cancel a product receipt, follow these steps:

1. Open the Open Procurement and Sourcing > Common >
Purchase orders > All purchase orders.

Select the purchase order for which to cancel the product receipt.

3. Inthe Receive tab on the Action Pane, click Product receipt in the
Journals group.

BMlProduct receipt journal (1 - ceu) - Product receipt: 675, 4101 H[=] 3
o6

Overview |Lms |

Preview/Print™  Vouchers  VWiew distributions  Subledger journal entries  Correct  Cancel  History

4/25(2011 FOB_DS 10

|4 - » Pl || || ] | Purchase number | () | usD | ceu Close 4

FIGURE 4.22 PRODUCT RECEIPT JOURNAL FORM

4. Select the product receipt you want to cancel and then click Cancel.
5. Click OK in the dialog form.
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6. Close the infolog.
7. Close the Product receipt journal form.

Procedure: Correct a Product Receipt
To correct a product receipt, follow these steps:

1. Open the Open Procurement and Sourcing > Common >
Purchase orders > All purchase orders.

Select the purchase order, for which to cancel the product receipt.

3. Inthe Receive tab on the Action Pane, click Product receipt in the
Journals group.

4. Select the product receipt you want to cancel and then click Correct.

5. In the Product receipt correction form, make any necessary
corrections or changes to the product receipt.

M Product receipt correction (1 - ceu) [_[O]x]
Parameters | Arranae
Print options Tatals
Frink: curene 7] Printer setup *
Print product receipt: r
Use print management destination: 7
Print sales documents: r
Lines | Line detals | Purchases | Fixed assets |
 Delete Sales orderline™ 8, Inventory™ & Updlate line

| Text | configuration | s... | ... site | warehouse | Batch number | Serial num... |
Bo - corrugated, 164848

Quantity |

wantity to be reversed

Eox - corrugated, 16X10%10 3 31 110,00 | 10.00 ¢

a I |
o | comeel | math |

Number of purchase units

A

FIGURE 4.23 PRODUCT RECEIPT CORRECTION FORM

6. Click OK.
7. Close the Product receipt journal form.

View Changes Between Product Receipt Versions

All changes on each product receipts version is traced. You can view all changes
to a given product receipt on the Compare product receipt versions form.

To access this form, open the Product receipt journal from the Purchase order
form or Procurement and sourcing > Inquiries > Journals > Product receipt.
Click History to open the Product receipt history form to show the multiple
versions and then click Compare versions.
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From the Compare product receipt versions form, you can view and compare
the differences of each product receipt version.

Change Management

Companies frequently have to manage purchases closely to make sure that they
are not making unnecessary purchases, that purchase are within budgets, or to
make sure that the correct vendors are being used and the best pricing is being
received.

The change management process enables you to create approval and review
processes for your purchase orders. When change management is enabled,
purchase orders are created that have an Approval status. purchase orders that are
in a Draft status do not have inventory transactions much like a Journal type
purchase order has no inventory transactions.

Change management in Microsoft Dynamics AX 2012 enables you to track
changes for approval on all or some purchase orders. The change management
feature allows for one draft version of a single purchase order at a time.
However, the requester of a change request can recall the change request, make
additional changes, and then resubmit the purchase order.

When you use change management, a purchase order confirmation is still
required before the purchase order can be additionally processed (product receipt
and invoice). In addition, a workflow must be defined for purchase orders to use
the change management feature. By default, change management is not activated.
Therefore, it must be turned on.

There are several features that are not supported with change management:

e Intercompany orders
e Master planning
e Purchase orders created from Production orders
We recommend that you use the override settings to define which transactions

should not use change management. For example, intercompany vendors should
not have the Activate change management check box selected.

NOTE: If you do not use change management, you can still track all the changes
that are made between purchase order confirmations.
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Approval Statuses

Several approval statuses on a purchase order help indicate how far the order is in
the change management process. Some statuses are only valid when change
management is activated.

Status Description Inventory Used Used with change
transactions | without management
exist change

management
Draft Status of the order | No No Yes

while you are
creating the
purchase order
before the Submit
button is clicked.

In process | Status of the order | No No Yes
after you click
Submit.

Approved | Status of the order | Yes Yes Yes

after the workflow
is approved. When
you do not use
change
management, this
1s the default
status for the
order. Inventory
transactions are
created when the
order reaches this
status.

Confirmed | Status of the order | Yes Yes Yes
after the purchase
order is
confirmed.
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Change Management Roles
The following are several roles in the change management process:

e Requester
o Create change requests
o Submit change requests
o Recall change requests

e Approver
o Approve
o Edit and Approve
o Reject
o Request Changes

e Task user (optional), who complete a task

e Administrator, who configure the workflow

Change Management Process

Each business process might require different steps in the workflow. With the
workflow configuration, you can define multiple approvals or different levels of
approval. Additionally, you can configure tasks for users to review or verify
information on the purchase order before the purchase order is approved.

You can also set up line level workflows to have each line approved by
appropriate category or department managers, for example.

Each business process will be different. A sample process consists of the
following steps:

1. The requester creates a purchase order.
The requester submits the purchase order for approval.

3. The task user reviews and updates the accounting distributions for
the purchase order, if it is necessary.

4. The approver reviews, changes, or compares purchase order
versions.

5. The approver approves, rejects, or requests changes to the purchase
order.

NOTE: For more information about how to configure workflow, refer to
Workflow in the Procurement in Microsoft Dynamics AX 2012 course.
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Enable Change Management

Several parameters let you enable change management in the system. To use
change management anywhere in the system, it must first be enabled in the
General tab of the Procurement and sourcing parameters form.

e Activate change management - enables change management for the
current company.

o Allow override of settings per vendor - lets you enable or disable
the activation of change management on each vendor.

If the Allow override of settings per vendor check box is selected in the
Procurement and sourcing parameters form additional options are available
on the Purchase order defaults tab of the Vendors form.

e Override settings - lets you select one or both of the following two
options.

o Activate change management - enables change management
for the selected vendor.

o Allow override of settings per purchase order - enables you to
override the activation of change management on a purchase
order by purchase order basis.

If the Allow override of settings per purchase order check box is selected in
the Vendor form, the Activate change management check box becomes
available on the Administration tab of the Create purchase order form which
lets you manually activate or deactivate change management on a single purchase
order.

Procedure: Enable Change Management
To enable change management, follow these steps:

1. Open Procurement and sourcing > Setup > Procurement and
sourcing parameters.

2. On the General tab, validate that the Activate change management
check box is clear, and that the Allow override of settings per
vendor check box is selected.

3. Close the form.

NOTE: This procedure should only be followed if change management is only
enabled for a few vendors.

If change management is enabled for most vendors, then Activate change
management and Allow override of settings per vendor should be selected.

If change management is enabled for all vendors, then Activate change
management should be selected and Allow override of settings per vendor
should not be selected.
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Procedure: Create a Change Request with Workflow
Approval

To process a change request, follow these steps:

1. Open Procurement and sourcing > Common > Purchase orders >
All purchase orders.

Select and edit an existing purchase order.

Add lines or change existing lines on the purchase order.
Click Submit.

Optionally, enter a comment and then click Submit.

wokh

NOTE: Change management must be activated and a workflow must be set up
for the Submit button to appear and be functional.

Procedure: Process a Change Request

Workflow notifications can be opened by using the notifications icon in the status
bar. Additionally you can open the Work items assigned to me list page to view
a list of all workflow task that are currently assigned to you. You can also
process a change request from the Purchase order form by clicking Actions and
then selecting an option from the list. To process a change request, follow these
steps:

1. Open Procurement and sourcing > Common > Purchase orders >
All purchase orders.

Select the desired purchase order.
3. Add lines or change existing lines on the purchase order.

NOTE: This requires the workflow task or workflow approval task to allow the
assignee to perform changes to the purchase order.

4. Click Actions and then select one of the following:
a. Approve
b. Reject
c. Request change

5. Optionally enter a comment and then click Submit.

4-44 Microsoft Official Training Materials for Microsoft Dynamics®

Your use of this content is subject to your current services agreement



Chapter 4: Purchase Orders

Lab 4.2 - Change Management

This lab provides practice for you to enable change management and create a
purchase order to be submitted through workflow.

Scenario

Phyllis, the Accounting Manager at Contoso, has decided that all office supply
purchase orders should be approved before they are confirmed. However, she
does not want change management to be effective for other vendors at this point.

Challenge Yourself!

Enable change management for vendors 8006: Office Supplies and 9002: Office
World. When you are finished, create a purchase order for vendor 8006 with
procurement category Office furniture to make sure that the change management
is enabled and working correctly. Submit the order when you are finished.

Need a Little Help?

e Validate the Procurement and sourcing parameters.

e Override the change management settings on vendors 8006 and
9002.

e Create a purchase order for vendor 8006 and add the procurement
category of Office furniture.

e  Submit the order.
Step by Step
To enable change management, follow these steps:

1. Open Procurement and sourcing > Setup > Procurement and
sourcing parameters.

2. On the General tab, validate that the Activate change management
check box is clear, and that the Allow override of settings per
vendor check box is selected.

3. Close the form.
To override change management settings on the vendors, follow these steps:

1. Open Procurement and sourcing > Common > Vendors > All
vendors.

2. Type "office" into Search criteria field, change the Search field to
Name, and then click the arrow.

3. Select vendor 8006: Office Supplies, and then click Edit in the
Maintain group of the Action Pane.

4. Click the Purchase order defaults tab.
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0.

Select the Override settings check box and then select the Activate
change management check box.

Close the form and then select vendor 9002 from the list.

Click Edit in the Maintain group of the Action Pane. The Purchase
order defaults tab is open.

Select the Override settings check box and then select the Activate
change management check box.

Close the form.

To create and submit a purchase order with change management, follow these

Open Procurement and sourcing > Common > Purchase orders >
All purchase orders.

Click Purchase order in the New group of the Action Pane.

In the Vendor account field type "8006", and then press the Tab
key.

Click Yes to transfer vendor information.

Click the Administration tab and validate that the Activate change
management check box is selected and cannot be changed.

Click OK.

In the Purchase order lines tab, select Office furniture in the
Procurement category field.

Click Submit.

Enter a brief comment such as "Please approve" and then click
Submit.

10. Close the Purchase order form.
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Purchase Order Tasks

Many tasks can be completed for a purchase order through the procurement
cycle. The following topics describe some of these tasks:

e Copying a purchase order

e Viewing totals for a purchase order

e Canceling an order line

e Viewing and comparing purchase order versions
e Creating a purchase order from a sales order

e Creating a direct delivery purchase order

e Creating cases or activities that are related to purchase orders

Copy from All

When you create a Purchase order, the Copy from all feature lets you view all
Purchase orders, Confirmations, Product receipts, and Invoices lines to select a
document or lines most like the one(s) that are being created. This data can be
copied and used as a starting point for a new purchase order.

This helps when you create a new purchase order that resembles one previously
created for a different vendor, or even for the same vendor for a different item or
quantity. Within this option, users can configure the copying of these variables in
the Quantity and Setup field groups:

e Quantity factor

e Invert sign

e Copy charges

e Recalculate price

e Copy precisely

e Delete purchase lines

e Copy order header

You can open the Copy from all form by clicking Copy from all in the Copy
group of the Action Pane, or in the Purchase order lines tab of the Line view,
and then clicking Purchase order line and selecting an option for copying
information.

Copy from Journal

You can also create purchase order lines by copying lines from other purchase
order journals by using the Copy from journal form.

With the Copy from journal option, users can configure the copying of the same
variables in the Quantity and Setup field groups as they did for the Copy from
all function.
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Procedure: Copy a Purchase Order

To create a new purchase order and copy the lines from another purchase order,
follow these steps:

L.

Open Procurement and sourcing > Common > Purchase orders >
All purchase orders.

Click Purchase order in the New group of the Action Pane to create
a new purchase order.

In the Create purchase order form, select a vendor.

If you are prompted, click Yes to copy address, delivery address,
currency, invoice account number, and language to the purchase
order.

If you are prompted, click No to create the new purchase order
without copying previous vendor purchase information.

Enter or change the information in the Create purchase order form,
if it is necessary, and then click OK.

Click From all in the Copy group of the Action Pane.
Select the purchase order(s) to copy from.

Click OK to copy the selected purchase order(s) and purchase order
line(s).

Procedure: View Totals for a Purchase Order

You can view the totals for a purchase order by opening the Totals form.

1.

2.

Open Procurement and sourcing > Common > Purchase orders >
All purchase orders.

Select the purchase order to view the totals for.
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3. Click Totals in the View group of the Action Pane to view the totals.

¥ Totals (1 - ceu) - Purchase order: 000394, Ladybug Headquarter Supplies

Yiew purchase order totals

Update: Ordered quantity]
Data

Cuankity Iﬁ
‘Weight: 0.00

Wolurne: 0,00
¥endor

Credtlim: [T 0a0
Credit available: I—DDD
Prepayment

Limit: [ oo
Remaining: Iw

[~
Totals

Exchange rate:

Lime discount:

Subtotal amounk:

1.0000

9,354,00

Total discount:
Charges:
Sales ba:

Round-off:

Total amount:

/i

':‘| ':‘| ':‘|
o| 2| 2
o| | ©

9,354,00

i

Cash discount:

I
=1
=
o
[

| LsD

4.
5.

FIGURE 4.24 TOTALS FORM

In the Update field, specify how you want to generate totals.

Click OK to close the form when you are finished.

Procedure: Cancel an Order Line

To cancel an order, you must clear any backorder quantity and end the order line

without deleting it. To cancel an order line, follow these steps.

1.

Open Procurement and sourcing > Common > Purchase orders >

All purchase orders.

Select the desired purchase order, and then click Edit in the
Maintain group of the Action Pane.

Click Line view in the Action Pane and then select the desired line to
cancel in the Purchase order lines tab.

Click Update line > Deliver remainder.

Enter the new backorder quantity in the Deliver remainder field.
The purchase quantity is the number of purchase units not yet

received.

Click OK to update the purchase order line deliver remainder
quantity to the amount entered.

Click Cancel quantity to zero the Deliver remainder and to change
the Line status to Canceled.
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Procedure: View Purchase Order Versions

Microsoft Dynamics AX keeps an audit trail of all changes that are made to a
purchase order. When a purchase order is changed, you can view these changes.
The history of a purchase order is recorded every time that you approve or
confirm the purchase order.

To view purchase order versions, follow these steps:

L.

Open Procurement and sourcing > Common > Purchase orders >
All purchase orders.

Select the desired purchase order.
Click the Manage tab and then click View purchase order versions
in the History group of the Action Pane.

Each version of the purchase order will be displayed as one record in
the Purchase order versions form.

Procedure: Compare Purchase Order Versions

When more than one version of a purchase order exists, you can compare them to
view the differences. To compare purchase order versions, follow these steps:

1.

Open Procurement and sourcing > Common > Purchase orders >
All purchase orders.

Select the desired purchase order.

Click the Manage tab and then click Compare purchase order
versions in the History group of the Action Pane.

The Compare purchase order versions form will open and any

differences will be displayed. Each field that has a difference will
display in the Changed fields grid with the old and new values.

Procedure: Create a Purchase Order from a Sales Order

Microsoft Dynamics AX allows for a direct link to be made between a purchase
order and a sales order. For example, the purchasing agent wants to create a
summed purchase order for all sales orders for a particular item.

1.

Open Procurement and sourcing > Common > Purchase orders >
All purchase orders.

Click From a sales order in the New group of the Action Pane.
Click Select and enter a query to find all the desired sales order lines.

Select the Include all check box to select all the sales orders that are
displayed from the query, or select the Include check box next to
each desired sales order line.

Optionally, select the Adjust quantity to within permitted range
check box or the Search for purchase agreements check box.

Click OK to create one purchase order to cover all sales order
requirements.
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A purchase order with lines to cover all the sales order requirements is created.
When the purchase order is created, each line references the sales order
requirement. Additionally, the sales order and Purchase order are now marked
against one another.

Direct Deliveries

You can create deliveries for items to be sent directly to your customer from the
vendor. This type of delivery saves on delivery time and inventory carrying costs,
because you do not hold goods in your warehouse before shipping to the
customer.

To create direct deliveries from the Sales order form, create a sales order and
order lines, and then select Create direct delivery from the New group of the
Action Pane, specifying the lines that you want handled as a direct delivery.
When the purchase order is created, a link is created between the direct delivery
sales order lines and their corresponding purchase order lines.

After you have created the direct delivery link between the sales order lines and
the purchase order, you can generate a product receipt for the sales order by
generating a product receipt or invoice from the purchase order. You must
invoice update the sales order from the sales order form. The sales order cannot
be invoice updated with a larger quantity than is registered as received.

For example, if only five pieces from a sales order line of ten pieces are product
receipt updated, and you select All from the Quantity list when invoice updating,
then only those items that are physically received (product receipt updated) will
be invoice updated, and not the whole sales order line.

Example: Reference Numbers

Sales order 00033 036 has three lines on it. When you create direct deliveries for
all three of these lines, their corresponding purchase order receives 00033 036 as
the reference. Purchase order 00030 049 is also linked with the same sales order,
and in that case, the sales order receives 00030 049 as its reference number.

Delivery Date

When you update the Requested receipt date field on the sales order line, the
Delivery date field on the corresponding purchase order line is also updated.
However, when you update the Confirmed ficld on the purchase order line, the
Confirmed receipt date and Confirmed ship date fields on the corresponding
sales order line are updated.
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Delivery Address

When you create a direct delivery, the customer's address is automatically
entered as the delivery address. If you change the delivery address for a purchase
order line of delivery type of Direct delivery, then the delivery address for the
corresponding sales order line is also updated. Similarly, if you change the
delivery address on the sales order line, the delivery address on the purchase
order line is updated with this new address.

Delete Order Lines

If you want to delete a sales order line with a delivery type of Direct delivery, a
warning will appear telling you that purchase order lines are attached to the line.
If the sales order line is partly delivered, you cannot delete the sales order line or
its attached purchase order lines.

Warehouse

When you create a direct delivery, the items that you sell never physically arrive
at your warehouse. However, it is still necessary to specify a warehouse on the
sales order line. Similarly, although picking requirements might be specified on
the items' item model group, because the items never physically arrive in your
warehouse, these requirements are ignored when the sales order is a direct
delivery.

Procedure: Create a Direct Delivery Purchase Order
To create a purchase order for a direct delivery, follow these steps:

1. Open Sales and marketing > Common > Sales orders > All sales
orders.

2. Select the desired sales order to create the direct delivery purchase
order for.
3. Click Direct delivery in the New group of the Action Pane.

The Create direct delivery dialog box lists all sales order lines in
the sales order and includes the preferred vendors.

5. [Ifitis necessary, change the vendor account number in the Vendor
account field.

6. Select the Include all check box if you want to create direct
deliveries for all the sales order lines in the form.

7. Select or clear the parameters in the uppermost part of the form and
then click OK. A purchase order is automatically created in the
Purchase order form.

All updates to the selected sales order lines are now performed by using the
Purchase order form, except for invoicing. You must still invoice your customer
manually.
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Purchase Order Inquiries and List Pages

Microsoft Dynamics AX 2012 includes several additional list pages and inquiry
forms that can help you view and manage your purchase order information.

Additional List Pages

List pages can help reduce the time to complete some daily tasks in Microsoft
Dynamics AX. You can use list pages to view a list of similar records, select a
record, and then perform actions against that record.

There are several list pages that are specific to purchase orders. They can all be
accessed from Procurement and sourcing > Common > Purchase orders.

List page Description

Purchase orders Displays a list of purchase orders that were not sent to
not sent the vendor.

Unconfirmed Displays a list of purchase orders that were not
purchase orders confirmed.

Purchase orders of | Displays a list of purchase orders where the Type field
type journal is Journal.

Planned purchase | Displays a list of planned purchase orders that were not

orders firmed that are generated by Master Planning.
Delayed purchase | Displays a list of planned purchase orders that are
orders delayed.

Backorder Displays a list of purchase order lines that are on
purchase lines backorder. The backorder date defaults to the current

system date but can be updated in the view.

Inquiries

Inquiry forms are used to view data. You can also use inquiry forms to drill down
into data, filter, or export the data to Microsoft® Office Excel® to create your
own custom reports from the data. Several purchase order related inquiries are
available in Microsoft Dynamics AX. The following inquiry forms can be found
in Procurement and sourcing > Inquiries.

Inquiry form Description

Open purchase Use this form to receive an overview of the purchase order
order lines lines that were not executed and that have open order
status. An open order status means that the purchase order
lines were not received and invoiced.

Backorder Use this form to obtain an overview of backorder
purchase line purchase lines or to follow up on missing deliveries and
details view expected delivery dates.
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Inquiry form Description

Packing Use this form to list the packaging material transactions
material for purchase order lines. You can edit existing
transactions transactions and create new transactions.

You can change the information in the Purchase order,
Code, Weight, Packing unit, Packing unit quantity, and
Packing unit weight fields. All other fields are only
displayed and cannot be changed.

Confirmation Use this form to see the result of each purchase order
confirmation. To check the generated results, always
check the update history after a batch job update of
purchase order documents. For each confirmation, the
form shows you the result in the Job status field. If
generation is successful, the Job status is Executed.

If a document is selected for generating in a batch job but
not yet posted, the Job status is Waiting. If posting results
in errors, the Job status is Errors detected.

Receipts list Use this form to see the result of each purchase order
receipts lists.

Product receipt | Use this form to see the result of each purchase order
product receipt.

Summary

This chapter reviewed how to use the basic purchase order functionality, how to
confirm purchase orders and generate purchase order documents.

The following areas were covered:

e Creating purchase orders.
e Setting up parameter settings for purchase orders.
e Confirming purchase order.
e Generating purchase order documents.
e Creating direct delivery purchase orders.
Additionally, the change management process was reviewed. Change

management lets you to create approval and task process flows for your
purchasing organization.
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Test Your Knowledge

Test your knowledge with the following questions.

1. Change management is not supported for which of the following? (Select all
that apply)

() Intercompany purchase order
() Purchase orders created from Purchase requisitions
() Purchase order created from Production demand

() Master Planning

2. At which Approval status are inventory transactions created when change
management is activated?

() Draft

() In process

() Approved

() Confirmed

3. Which of the following are valid views of the Purchase order form? (Select
all that apply)

() Simple view
() Advanced view
() Header view

() Line view

4. Categorize the following items:

1. Use as adraft. a. Purchase order

2. Use when the vendor confirms an order. b. Return order
_ 3. Use when you return goods to the c. Journal
vendor.
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5. Which Approval status is a purchase order in when you create a purchase
order when change management is not enabled?

() Draft

() In process

() Approved

() Confirmed

6. Change management can be enabled for which of the following? (Select all
that apply)

() All vendors
() Specific vendors
() Specific items

() Specific purchase orders
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Quick Interaction: Lessons Learned

Take a moment and write down three key points you have learned from this
chapter
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Solutions

Test Your Knowledge

1. Change management is not supported for which of the following? (Select all
that apply)

() Intercompany purchase order

() Purchase orders created from Purchase requisitions
(\)) Purchase order created from Production demand
(\') Master Planning

2. At which Approval status are inventory transactions created when change
management is activated?

() Draft

() In process
(¢) Approved
() Confirmed

3. Which of the following are valid views of the Purchase order form? (Select
all that apply)

() Simple view
() Advanced view
(\) Header view

() Line view

4. Categorize the following items:

¢ 1. Use as a draft. a. Purchase order
a_ 2. Use when the vendor confirms an order. b. Return order

b 3. Use when you return goods to the c. Journal
vendor.
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5. Which Approval status is a purchase order in when you create a purchase
order when change management is not enabled?

() Draft

() In process
() Approved
() Confirmed

6. Change management can be enabled for which of the following? (Select all
that apply)

(\) All vendors

(\/) Specific vendors

() Specific items

(\/) Specific purchase orders
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