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Purchasing Ordering

The Purchasing process

This section describes the steps in the Purchasing process.

1. Staff enter a Purchase Order into Moneyworks.

o At this point, the Purchase Order is unapproved. Staff can only view unapproved Purchase
Orders on the day that they entered them.

2. The Finance Department check and approve the Purchase Orders.

o To approve a Purchase Order, authorised staff, select the option Command | Authorise PO
v3. This script places the authorisers initials into a special authorisation field.

3. Staff print their approved Purchase Orders and send them to the supplier.

o A Purchase Order is fully authorised when the two columns, Auth 1 and Auth 2 on the
Purchase Order list are no longer blank, that is, they have the initials of two staff
members who are responsible for authorising Purchase Orders.

o If an unauthorised Purchase Order is printed, then the words ‘Not Approved’ will be
printed on it. If it has been fully authorised then ‘Approved’ will be printed on it.

4. When the goods arrive, Staff check the goods against the packing slip and then hold (file) the
packing slip.

5. On receipt of the invoice for the goods, the Finance Department email the staff member.

6. Staff then check the invoice details which have been emailed to them and then approve the
creditor invoice using the Command menu option ‘Authorise Invoice’

7. The Finance Department process and post the invoice ready to be paid in a creditor payments
run.

How to enter a Purchase Order

1. First ensure the Purchase Order Transaction window is displayed.
o To display it, select Show | Transactions, then click on the View by Orders tab and then
click on the Purchase Order tab.
o You should see a list of your approved Purchase Orders (if there are any).
2. To enter a new Purchase Order, click on the New button
o You can find the New button in the palette of buttons which is just above the list of
Purchase Orders.
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1. Enter the Supplier code

o All supplier codes start with the first three letters of the company name or surname (for
individuals). You can get a list of suppliers by entering part of their code followed by with
a ‘\" and the pressing the Tab button.

o So, for example, if you enter ‘A\" you will get a list of supplier codes starting ‘A’.
2. Enter the Date

3. Enter your Department code
o For example, ‘10’. You must enter this for the purchase order to be correctly allocated
against your department.
4. Enter the purchase order details in the Items section of the screen.
5. Finally, click on the OK button to save the Purchase Order

How to authorise a Creditor invoice

When the Finance Department receives the creditor invoice for the goods you've ordered, they will

send you an email with the details of the invoice to be authorised. To authorise the invoice follow
these steps:

1. Check the invoice details against your purchase order and ensure you've actually received all
the goods as per the invoice.

2. If you have, then Select Authorise Invoice from the Command menu
3. Enter the Invoice number into the Input box.

o The Input box won’t come up as the front window. You will see it on the status bar and
you will have to click on it.

o A user can only authorise Invoices for Purchase Orders they've entered.
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