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Skill: Auto Create Purchase Orders from a Job. Who: All users, all sites.

Describe: Add a Purchase Order by asking Jim2 to review a job and create an order based on stock
requirements.

Context: Once a job has been saved, right click on the job and select Auto Create Purchase Order.
Jim can then check all "depleting” and “special” stock codes to see if it needs to order stock. Within
the same process, it creates a link between the Purchase Order(s) it creates, and the job that requires
the stock.
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Skill Steps:

1. View the required job.
Right click on the stock grid area of the job.

Click on "Auto Create Purchase Orders”.
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On the new window, click the “Run” button. Stock needing to be ordered will be displayed,
along with the options of “*Order” and “Link to PO". Link to PO refers to the link between the
specific job, and the purchase order that is about to be created.
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5. Click the Order button at the bottom of the window to create the applicable Purchase Orders.
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