Flow of transactions through Peachtree - Expenditure (Purchasing) Cycle - Spring 2002

Order goods on credit - PO issued

· Create purchase order

· Tasks | Purchase Order (see text, p. 50)

· Receive goods

· Tasks | Purchases / Receive Inventory

· Enter Vendor ID

· Select Apply to Purchase Order # Tab

· Select PO #

· Enter invoice number

· Change date if necessary

· Enter quantity received

· Post

· Pay for goods

· Tasks | Payments

· Enter Vendor ID

· Enter date of check

· Select Apply to Invoice tab

· Check invoice to be paid

· Hit print button

Receive goods on credit - no previous PO issued

· Receive goods

· Tasks | Purchases / Receive Inventory (see text, page 60)

· If receiving inventory, include inventory ID # under Item

· Pay for goods

· To post disbursement and print check at same time, see “Pay for goods” above

· To post disbursement and batch print check, see text, p. 63.

Pay for goods upon receipt - no previous PO issued, or to issue a check for any purpose.

· Tasks | Payments

· Enter Vendor ID

· Enter date of check

· Complete Quantity, Item (if inventory), Description, GL Account, & Unit Price.

· Hit print button.

Deleting a check

· Bring the check up into the payments window: Tasks | Payments | Edit. Then select the check.

· Hit the Erase button to completely remove the check from the system.

Removing a receipt of goods

· Bring the receipt up into the Purchase / Receive Inventory window: Tasks | Payments | Edit. Then select the receipt.

· Hit the Erase button to completely remove the receipt from the system.

Removing a purchase order from the system

· Bring the purchase order up into the Purchase order window: Tasks | Purchase Orders | Edit. Then select the purchase order.

· Hit the Erase button to completely remove the purchase order from the system.

