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PURCHASING 
 

 

Click Purchasing 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Create Purchase Order 
 

 

1. Click Purchase Order 

 

2. Click Create 



 

3. Ref Code - Enter the PO no. 
4. Description – Enter description if any. 
5. Remark 1 or 2 – Enter remark if any.  
6. Vendor – select the supplier name - INB. 
7. Click Save & Continue. 

 

8. A message will showed the PO created and saved.  
9. Then, scroll down to bottom.  

 



 

10. Click Create New Line 

 

 

11. Item – Enter the product. 
12. Qty – Enter the purchase quantity. 
13. UOM – Select the correct UOM. 
14. Price – Enter the purchase price. 
15. Disc % - Enter the Discount percentage if any. 
16. Item selected will auto load with GST Tax Code & GST Tax percentage.  



 

17. If want to change other GST Tax Code, click on the drop down menu to choose other tax code.  
18. Then, click Create.  
19. Click Cancel once finish add items.  

 

 

20. A message will show the order line created.  



 

21. Continue to create line 2 for next item.  
22. Once done, click cancel.  



 

 

23. Check on the Order Amount, Discount Amount, Tax Amount & Net Amount.  
24. Click Save to save this PO as draft.  
25. Click Confirm to save this PO as WIP status.  

 

 

 

 

26. For draft, a message will show the PO saved.  

 



 

27. For WIP, a message will show this PO confirmed.  
28. Click Close.  

 

 

 

 

 

 

 

 

 

 

 



Edit Purchase Order 
Draft Purchase Order 

 

1. Select the PO with draft status.  
2. Click on the pencil to start edit.  

 

3. Edit the PO document section and vendor section. 
4. Then, scroll down to bottom to edit the Item purchase. 



 

5. Click the pencil to edit the item.  

 

 

 

6. Edit the Item 
7. Once done, click Save.  



 

8. Tick the selected line, and click Delete selected line(s) to delete item.  

 

9. A message will prompt out, click OK to confirm delete selected line.  

 

10. Once edit done, click Save to save the PO as draft. 
11. Click Confirm to save the PO as WIP. 

 

 

 

 

 

 



WIP Purchase Order 

 

1. Select the PO with WIP status.  
2. Click the magnifying glass to view the PO. 

 

3. Click Void to void the PO.  

 



 

4. A message will prompt out, click OK to confirm void.  

 

5. A message will show the PO is voided. Status = Void.  

 

 



 

6. Click Update to edit the PO.  

 

7. Edit for the Document Section and Vendor Section.  
8. Once done, click Save.  



9. Scroll down to bottom and edit for item.  

 

10. Click the pencil to edit for item.  

 

11. Edit the item. 
12. Once done, click Save. 



 

13. A message will show the item line updated.  

 

 

14. Once done, click Save to save this PO to draft. 
15. Click Confirm to confirm this PO to WIP.  

 

16. A message will show the PO confirmed and Status = WIP. 



Invoicing 
 

Invoicing From Purchase Order 

 

 Only Purchase Order with WIP status can be confirmed as Purchase Invoice.  

 

1. Click on Invoicing.  

 

 



 

2. Tick on the PO.  
3. Click Transfer selected line(s). 

 

4. Click OK.  

 

5. A message will show Purchase invoice(s) generated.  



 

6. Scroll down to bottom – Purchase Invoices section 
7. You can view the Purchase Invoices.  
8. The Purchase Invoices are all set at draft status.  
9. You need to confirm the draft Purchase Invoice to status Completed.  

 

 

 

 

 

 

 

 

 

 

 

 

 



Edit Purchase Invoice 

 

1. Click on the pencil to view the Purchase Invoice.  

 

2. Edit the document section and vendor section. 
3. Click Save.  

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

4. To edit on Purchase Item, click pencil. 
5. To add new item, click Create New Line.  
6. To delete item, tick item and click Delete Selected Line(s). 
7. Once done, click Save.  

 

 

8. A message will show Purchase Invoice saved. 

 

  

 

 

 



Confirm Purchase Invoice 

 

1. Click on the pencil to view the Purchase Invoice.  

 

2. Click Confirm to confirm the Purchase Invoice.  



 

3. Click OK to confirm.  
4. Status will be Completed.  

 

5. At Manage & Search Document, click Purchase Invoice. 



 

6. Click on the magnifying glass to view the Purchase Invoice.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



STOCK 

Stock Transfer 

 

 

1. Click Stock Transfer. 

 

2. Click Create.  

 



 

3. Enter Ref Code and remark 1 & remark 2 if any. 
4. Click Save & Continue.  

 

5. Click Create New Line to add item. 

 



 

6. Select an item. 
7. At From section, choose the location. 
8. At To section, choose the location. 
9. Then, enter quantity, and select UOM.  
10. Click Create.  
11. Once finish add item, click Cancel to return to the document page.  

 

12. Check on the preview of items.  
13. Click Confirm.  



 

14. A message will showed the Stock transfer was confirmed and status Completed.  

 

 

 

 

 

 

 

 

 

 


