TBE PO Confirmation-Condensed
For the complete detailed procedure, please see the TBE PO Confirmation procedure.
Screen: E&E Purchase Orders
Heading Screen:
1. Enter the PO Number in the first field
2. Enter the Vendor Sales Order number if the vendor provides it. If it’s not available, enter the name of the person you emailed with or spoke to when confirming the PO.
3. Change the Original Promised Date & the Current Promised Date to the date it is due to arrive at the branch.
4. Click OK to move to the next screen.
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Detail Lines Screen:
1. Double click on any individual item that needs to have notes added or dates changed to move into the PO Line
PO Line Screen:
1. Change any pricing, individual dates if needed.
2. To add internal notes (notes that don’t show up on the PO – for internal use only) click on the Line Comments under Additional Information - #1 Options.  
3. In the Internal Comment field add a note.
a. Note should have the date you added the note, your initials, and important information. EX. “4/1/20 JEH – Per email/Enrique PO shipping 4/6/20.” 
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Final Screen:
1. Once all the items have been updated and notes have been added as needed, click Changed Confirmed under Additional Information – #1 Options. This updates the PO status to “confirmed” and removes this PO from the list of unconfirmed POs.
Updating a Confirmed PO:
When updating a PO that had already been confirmed, add notes with the details to the Internal Comment field. If the due date has changed and the PO is late, only change the Current Promised Date. This will let everyone see that the Current Promised Date is different than the Original Promised Date, showing that the PO/Vendor is late. 
How to find Unconfirmed POs:
Use the screen Open P.O. Not Confirmed List to generate a report of unconfirmed POs by location. This report lists every open PO that has not been marked “Changed Confirmed”.
This report can be found in the Purchase Order System >Purchase Order Reports > Open P.O. Reports.

[image: ]
image1.png
[2) E8E Purchase Orders

ENTER & EDIT PURCHASE ORDERS

PO, Number 4762201

PO. Date 04101/2020

Vendor 1-10715 COLSON GROUP USA (A)
Vendor Phone Number [ (800) 643-2263

Vendor Sales Order & (123456
 Original Promised Date 04107/2020

Days Can Ship Early ASAP

' Current Promised Date 04/0712020

Payment Terms 52%-10 Net 30

FOB. =]

Vendor Salesperson

‘Special Notes Comment ®

Branch Magnus Irvine

Ship Via ROUTING GUIDE

Extra Shipper Description ®

Customer PO # a

Confirming? No

Entered by 8 JHEGARDT 04-01-20 12:50:17

=] Vendor Profile

Contact & orders@colsongroupusa.com
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ENTER & EDITP.O. LINE

PO. Number 47768 Line 1
PO. Date 04-01-20
Vendor & 110715 COLSON GROUP USA (A)
Vendor Phone [ (800) 643-2263
= Availability
©On Hand Available  Branch Avail Going Out Coming In
0EA 24EA 24EA 24EA 24EA
(=] Packaging Information
Package Master Bulk
0EA 0EA 0EA 000000 Ibs
Detail
Product Code CN-03NRP-100-TL-GR02

Product Description

Classification
Alternate Part Number
Extra/Non Stock Description
Product Legacy Code
Quantity Ordered

Raw Cost (USD)

Days Can Ship Early
Original Promised Date
Current Promised Date
Landed Unit Cost (USD)
Line Comment

CSTR:SWIV:3in NEOPRN.TTL LCK:7/16X1-7/16

INSTME INST MET
900725

@ 24 EA Package Qty 0 EA
6.72000| EA Last 10-08-19 $6.72000 EA
ASAP!
04/06/2020
12/31/2049
6.72000| EA

[ PO Detail Lines.

Line | Product Code Product Description Quantity | UOM Unit Cost

1 @CN-03NRP-100-TL-GR02 CSTR:SWIV;3in NEOPRNTTL LC.
() Open Documents
Branch DocDate | Promised Date | Days Early = Quantity | Customer/Vendor Document CustPO#
Magnus Drop Ship ~~ 03-31-20  04-06-20 0 24 INTEGRATED MEDICAL SYSTE... O# 169824 215881
Magnus Drop Ship  04-01-20  12:31-49 AsAP 24 COLSON GROUP USA (A) PO# 47768
() Branch Values
Branch Name OnHand | Allocated  Reserved  InWarehouse = Committed | AvailtoSell  Comingn | Availto P.
Monroe [ [ [ [ 24 24 24 [
Monroe RH [ [ [ [ [ [ [ [
Fort Wayne [ [ [ [ [ [ [ [
Goshen [ [ [ [ [ [ [ [
Perrysburg [ [ [ [ [ [ [ [
Warsaw [ [ [ [ [ [ [ [
TEXAS [ [ [ [ [ [ [ [
Northwest [ [ [ [ [ [ [ [
Monroe Seals [ [ [ [ [ [ [ [
Magnus Irvine [ [ [ [ [ [ [ [
Magnus Drop Ship [ [ [ [ 2 24 2 [
Magnus Charlotte [ [ [ [ [ [ [ [
Magnus Lodi [ [ [ [ [ [ [ [
Magnus Houston [ [ [ [ [ [ [ [
Magnus Lubbock [ [ [ [ [ [ [ [
Magnus San Antonio [ [ [ [ [ [ [ [
Lot Tracking Detail
Branch Name Location Tag  License Plate OnHand  UOM UnitCost | MigHeat | RoHS Melt C
[) Recent Product Receipts
Branch Name Type  Document Received PO Date Qy  RawCost | VendorName Notes
Magnus Lodi PO 39279-01 100819 09-20-19 4 672000 COLSON GROUP USA (A)

M1055554°1

Magnus San Antonio PO 10-3117  10-26-17 20 672000 COLSON GROUP USA (A)

Additional information
1 Options
© F1 Help

' F2.Line Comments

(%) F3 Unit of Measure

& F4 Change Default Cost
& F5 dC Attachments

|| F6 Certificates

|| F7 Default Certificates

() F8 Add Alternate Products
& F9 Standard Costs.

2 Inquiries

0 My Options

>
=
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ENTER & EDITP.0. LINE - Comments

P.O. Number
P.O. Date
Vendor
Vendor Phone

Alternate Description

Line Comment

47768 Line 1
04-01-20
8 M-10715 COLSON GROUP USA (A)
 (800) 643-2263

(] [411/20 JEH ORDER CONFIRMED VIA E/ENRIQUE. SHIP
DATE 4/6/20
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