Purchase Orders (List)

From here you can add, edit and manage Purchase Orders.

Key to icons

=1 = an open Purchase Order

Ed = a submitted Purchase Order

ackpowledged type uskamacknowledged Purchase Order
E3 = a cancelled Purchase Order

a received Purchase Order

a parially received Purchase Order
F4 = an invoiced Purchase Order

= a completed Purchase Order

Filters

Filter the screen by:

PO Number
Status
Store (this is an OR search on the receiving/invoice Store)

Note that 'dropship/other!' is listed as a Store - if looking for a dropship (direct home delivery)
Purchase Order, choose this from the Store filter

Supplier
Date Received

‘ If a PO has been received over multiple dates, it will show for any and all of those dates

Date Submitted



| If a PO has not been submitted, it will never show if you are filtering for Date Submitted

Create a Purchase Order

You can create a new Purchase Order from this screen, or alternatively via the Required Orders,

Sales Order or Replenishment screens.

Download Purchase Orders as a CSV

This will export top level information about your Purchase Orders, filtered to your current view.

poid status postore invoicestore locked storename invoicename supplierid suppliername reference datesubmitted datedue  valueordered tbc valuereceived items receives

itemswithdates allocated

d
4 1067 open 520 520 no UK Warehouse UK Warehouse 115 Light and Living Z7150 10/07/2026 1 1 0 0 1
1056 open 520 535 no UK Warehouse Ilminster 1 lconography Lt 07/08/2026 4994 5 5 17 [ [ 0
i 1054 open 0 520 no UK Warehouse 91 Orla Kiely 77261 10/09/2028 1 0 0 0 0
M 1051 open 520 520 no UK Warehouse UK Warehouse 1 lconography Ltd 1 0 0 0 0
3 1037 open 0 520 no UK Warehouse 1 lconography Ltd 7185 23/06/2026 1 1 0 0 1
1025 open 0 520 no UK Warehouse 1 lconography Lid 1 1 0 0 0

77178 19/06/2028

FAQS

When looking at a Sales Order Line which is allocated to a
Purchase Order, | can see an 'expected goods in date' -
how is that powered?

This will be taken from the Purchase Order or individual Purchase Order Line. There are three dates
which are used, and the heirarchy is as follows:

1. Date Due (overridden if either of the other dates exist)
2. Expected Delivery Date (overriden if Confirmed Delivery Date exists)
3. Confirmed Delivery Date

In the Product Lookup screen (CMS or POS), | can see
Purchase Orders with an 'expected goods in date' - how is
that powered?

This will be taken from the Purchase Order or individual Purchase Order Line. There are three dates
which are used, and the heirarchy is as follows:

1. Date Due (overridden if either of the other dates exist)
2. Expected Delivery Date (overriden if Confirmed Delivery Date exists)
3. Confirmed Delivery Date


https://bookstack.iconography.co.uk/books/required-orders
https://bookstack.iconography.co.uk/books/sales-orders
https://bookstack.iconography.co.uk/books/replenishment
https://bookstack.iconography.co.uk/uploads/images/gallery/2026-07/LbBimage.png
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