[bookmark: _GoBack]How to Create a Non-Purchasing (NP) Purchase Order

Step 1: Open a new PO
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Step 2: Click on the PO Header to open a dialogue box.
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Step 3: When the dialogue box opens, enter “NP” into the “PO Type” field. Close box.
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Step 4: In the PO, enter “NP” into the PO “Purchasing Authority” field.
[image: ]71

image1.png
Dispatch POs

Buyer's Workbench

PO Close Short Workbench
[ Manage PO Auto Sourcing
&7 Buyer WorkCenter
[ Purchase Order Analysis
I Suppliers

I Reporting

Purchase Order

Find an Existing Value || Keyword Search —

“Business Unit[SFGOV | @
PO IDNEXT

Find an Existing Value | Keyword Search | Add a New Value




image2.png
Maintain Purchase Order
Purchase Order

Business Unit SFGOV

POID NEXT
Copy From
¥ Header (7)
PO Date |05/11/2023 ]
~supptir | @ Supplier Search
Supplier Details
*Supplier ID Q
“Supplier HQ
“Buyer Q
PO Reference
Priority (Medium ~
Activity Summary
PO Defaulis Add Comments
PO Activiies Add ShipTo Comments
~ Actions
Add Items From (7
Catalog item Search
’ Purchasing Kit

Lines (2
| Details || Ship ToiDue Date || Statuses || ttem information || Attrioutes || RFQ || Contract |

Line Item Description

1 B Q| 27 &





image3.png
PO Header Details

PO Details

Currency

Supplier WWONGCONST-001

“Billing Location | 10180 @ Billing Address
origin Q
Use One Ship To

@ Exchange Rate Detail

Currency Code USD

Rate Date 01/01/1901
Rate Type CRRNT

PO Date 05/11/2023

Budget Status Not Chkd
O Tax Exempt

D

Letter of Credit ID|

ship To

Base Currency USD
Exchange Rate 1.00000000

Help




image4.png
¥ Header (7

“PO Date 05/11/2023 &l Doc Tol Status
=Supplier 'WWONGCONST-001|@ Supplier Search
Supplier Details
B 0000003017 Q
Supplier ID a
. status Not Dispaich
“Supplier HQ “Dispatch Metnoa [P ']
o . iy SIS
PO Reference P
prionty [Medum ] Amount Summary (2
Header Details Activity Summary Merchandise 0.00 TS
PO Defaults Add Comments Freight/Tax/Misc. 000
PO Activities Add ShipTo Comments. Total Amount 000 USD

~ Actions




