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TALLORDER SOLUTIONS
CREATING A PURCHASE

ORDER
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Click on the “Inventory” option on the TallOrder taskbar at the of the screen (if you have
open shift) or under the “General” heading, in settings, click on the “Inventory” option.
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Enter your manager pin to access the Inventory menu.
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Select the top left option nhamed “Purchase Orders”.
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Either click on the “Create New Purchase Order” button on the righthand side of the screen
click on the “"New PO” button at the top of the screen.

lﬁ Purchase Orders ¢ _ A=) Q !ﬁ L]
Deafted Puschase Orders

Marco, create a new purchase order to get started.
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All Items o ColdDrinks

Supplier o Hot Drinks
Name
o Hot Food
Tast
Supplier
o ke Creams

Veg
Supplier o Once off Specials

test o Sweets

Q Alert Level Healthy Level

Select your supplier for this Purchase Order, the Expected Delivery Date, items at re-
order/critical level (if necessary) and add a delivery note at the bottom of the modal. The
draft Purchase order will be created.

CRRE LS - a4 x
EAE Nk Windte Rl

Purchase Order
Purchase Orcler Nusnbes

#3235-2123-220218-00001

Expected Defivery Date

30218 20220218

Sebect other items at re-order level Select other items at critical bevel
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Select the department the suppliers products fall under and click on them to add them to
Purchase Order. You will notice at the right of each item it indicates the Last Cost per

Stock On Hand as well as Stock on Back Order.
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Last Cost: 417 ea
Suppliers @ Coca Cola 330ml

/ﬁ\ @ Coca Cola Lite 330mi

Coca Cola Zero 330ml
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Fanta Grape 330ml
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Fanta Pineapple 330ml
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Sparletta Creme Soda 330mil

s
H

E
a
g
5
2

Sparletta lron Brew 330ml

sk
117
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Sparletta Pine Mut 330mil

e
BB

Last Cost: 250€a

AL

Sparletta Raspberry 330mil

i

Last Cost:  200€a

Stoney Ginger Beer 330ml

@ Water 500ml

¥ B
Py
i

Total 0.00

Q Alert Level Heaithy Level

After clicking on an item a modal will appear where you can enter the amount for that
product that you want to add to the Purchase Order. After entering the amount click on

Item” to add that product with the amount to the Purchase Order.
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Water 500ml

Add Item

After adding all your products to the draft Purchase Order go ahead and click on “Issue
in the bottom right corner to Issue the Purchase Order.
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Bt Niem  Window Help

. LastCost 417e8 48 Wster 500ml 60.00
Suppliers e Coca Cola 330ml Purchasse Unit: each
LastCost 196 ea
/ﬁ\ ° Coca Cola Lite 330ml
Last Cost 408 ea
2 3+ chars ° Coca Cola Zero 330m| [ wm
Nack Ondevect 000
Last Cost: 458
° Fanta Grape 330ml O ek )
Hack Orclerect: om
LastCost: 371 e
° Fanta Pineapple 330ml O Hack 1200
ack Circlerect: om
Last Cost: 417 &4
e Sparletta Crefme Sada 330ml [ am
Back Crclerct: om
Lat Cost: 271 &4
o Sparletta iron Brew 330mi i Hamck: 2am
Bk Orderet: o
LastCost: 4178
e Sparletta Pine Nut 330ml [ 1m
Black Crcored: om
Lat Cont: 25084
 Hark:
e Sparletta Raspberry 330m| e
Lot Cost: 200 84
On Haret 12
e Stoney Ginger Beer 330ml C 12
Lat Cost: 12580
e Water 500m| [ Mm
Bk Orclered: om
Total 60.00
- I m

After clicking on “Issue PO” you will have the option to either Email and Issue or simply
Issue the Purchase Order. With the first option you can enter the suppliers Email, add
emails
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the the cc list and type out a message to the supplier. With the second option it will
issue the Purchase Order without sending an email.

Issue Purchase Order
Please note: No Surther changes can be made once your
purchase order has been issued.

Emad and issue

Email Purchase Order

After following all above steps the Purchase Order will be created, the product and the
amount will be on Back Order and you can view all Issued Purchase Orders under the the

second tab, on the right hand side, with the icon of a person pulling a trolley with a box
on it.
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Suppliers Coca Cola 330mi Fe ‘-
Bk Ovibeseed e #3235-2123-220218-00001
LastCost: 359G ea
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Supplier LastCost 271 ea
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Veg LastCost: 417 ea
Supplier @ Sparletta Pine Nut 330ml O Harek ]
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LastCost: 250ea
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Q Alert Level Heaithy Level
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