NEXAO

COMPEAS INTERNACIOMNALES

OpenERP Purchase User's Manual

ADOUE OPENERP ...ttt ettt ettt ettt sae e seseaeeaesaeeneenes
ACCESSING EO OPENERP ...ttt et e
WOTKING IN OPENERP.....c.eoeieeeeeeeeeee ettt eaeeeaeeeeeneeenee e
Purchase's Example: From Request for Search to Schedule Goods Reception.........

U S LAttt ettt e e e e e e e e e e e et ————eeeeeae et et ———————————————aetetttan———————————————————_

Receiving and assigning a New researCh re@QUESE........viiiieieieeeeeeeeeeeeeeeeeee e
Creating Products aNd SUPPLETS. ...ttt ettt eae e
(@ =TTl AT S U] o] o1 L] TP
(@I=Y=1u T [ 2 e T [UTcl OO
Product INFOrMAtioN Tab.. ..ot
Procurement Tab. INFOrMALION ..o e
Suppliers Related Information - Procurement Tab.......ccceeveeeeeeveeeceeeeeeeeeee e
Notifying to Commercial and Waiting £O Order.......ouveuiieiieiieeeeeeeeeeeeeeeeeeeee e

(@Iy=T= 1o aTe [ RN aT= 1T @] e /] OO TRROP
PUMCNASE OFAEE TAD ettt ettt eneeteneneas

Incoming ShipmMeNnt & INVOICES TaD......ouoiiiiieieeececeeeeeeeeeeeeeee et
Sending the PUrchase Order £O SUPPUET ..ottt

CoNFIrMING PUTCRASE OFAEN ...ttt ettt ettt eae e ereeneeneeenean

Creating Supplier INVOIiCe 0N ENE SYSEEM.....viuiiieieeeeee ettt

Validating the SUPPLEr INVOICES. ...ttt
PAYMIENE TEQUESES. ..ottt ettt ettt e e e e et e et e e etae e ebaeeeaseeeaeeeesseeesaeesaseseeeennnenens
Updating the purchase Orders SEAEUS.........voveieeeeeeeceeeeeeeee et
Scheduling FOr FOLLOW-UDP EASKS......ovieeeeeeeeeceeeeeeceeeteee ettt
Notifications to Sales Team and Warehouse TEAM........c.cvvveiieevereeeeeeeeceeeeeeeee e eneas
SChEAUIING RECEPLION. ...ttt ettt ettt ee et eaeesaeeeaeesaeeseeas

Exceptional Operation — Cancel PUrchase Order.......ooeieveieeeecieeeeeeeee e

Cancelling INCOMING ShIPMENE.......ouiieiieeeieeeeeee ettt
CANCEIING INVOICE. ..ottt ettt ettt ettt eete et et e saeeaeenseeeeeneeeeas
CaNCEIlING PUTCNASE OB ..ttt teeeneeeneas

Exceptional Operation — REEUNN ONAeT . ..ot

R LU PrOAUCES. . ettt et e e e e e et e e e e e e e e e e e e eeaeeeeaeeesaaeeeseeeeenens
REFOUNA LNV OIS et e e e et e e e e e e e e e e e e eaee e e e e eeeeeeaeeeeeeeeeeeeeeseeeennes

Using different Views in OPENERP.........oo ettt

OpenERP User Manual for Purchase Teams



OpenERP Purchase User's Manual

NEXXAO

COMPEAS INTERNACIOMNALES

Goal

Guide the management of the information related to purchases using the Enterprice
Resource Planing tool available for the company (OpenERP), to create accurate and
correct purchases orders before giving rise to other operations.

Scope

This document will help the user from its First Steps, access to the ERP platform, products
and suppliers management, creation and confirmation of Purchase Orders and the
concerned incoming schedule procedure of the goods and ending with exceptionals
operations execution as orders cancellation.

About OpenERP

OpenERP is an amazing software system that is easy to use and provides great benefits to
help you organize your daily work.

Users no need to install special software (a web browser is enough), and offers unrivaled
functionality, all you require is a device with internet access.

Accessing to OpenERP

To access OpenERP you must enter the following Opé‘ﬁ“ERP
address in your web DrOWSEr: |
http://erp.nexxogroup.com Nombre de usuario

admin

Contrasefia

Iniciar sesién

Enter the username and password that were
supplied by the system administrator

Gestionar Bases de datos | Con tecnologia de
OpenERP

DEEVERH 0SCG Test0930 N

Ensure to select the right database on the top
corner of the screen.
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Working in OpenERP

We will explain the different components of the work area in OpenERP:

€ ) @ nexx0.05¢g.biz:8069/2db=05CG_Test0930&+ts=1412340254849#meny_id=1078&action=97

Messaging ~ Sales  Reporting

ONEXXD Inbox
e m Write o my followers

Messaging

To: me
Todo
Archives Good Job! Your inbox is empty.

Organizer Your inbox contains private messages or emails sent to you as well as
el information related to documents or people you follow.

My Groups:
Whole Company

Jona group

Main Menu: It Indicates the modules which your
user can access, in this case the user can access to
sales functionalities, messaging, and sales reports
modules.

User Menu: The menu at the top right allows:

Modify user preferences, such as name,
language, email, signature for outgoing mails, and
others.

To check the documentation and Help

Log off to exit of the system.

Compose a new message: This is a quick access
icon that is always available while you work, will
allow you to send an email at any time.

Vertical Menu: contains the options related to
the main menu that is active.

Search Bar: this tool allows searches related to
the area where you are working, it has different
filter options.

v ||l Google Qwa & & =

S @ Commerchal User ~

Reporting

"1 1 Commercial User ~

Preferences
My OpenERP.com account
About OpenERP

Help

Log out

Messaging

To: me
To-do

Archives
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Workspace: It is the larger space on the screen  Todo
and this is where the documents information is
displayed while working in OpenERP. No todo.

When you process messages in your inbox, you can mark some as todo.
From this menu, you can process all your todo.

Purchase's Example: From Request for Search to Schedule
Goods Reception

Here we will show you a complete Purchases flow, from Request for search to Purchase
Order, to follow-up, ending with scheduling of goods reception in a step-by-step scenario.

First you will get an explanation about the use case (what Jerry or one of his colleagues is
supposed to do). Then the Notes beside the pictures will learn you how Jerry (or a
colleague of his) enters the information in OpenERP. For the simplicity of the use case we
will do all of the steps just under the Purchases users.

Use case

Our company is exhibiting at the “House & Design” Fair in Paris and Paulo, a salesman of
our company, meets lots of prospects during this event and he makes some business.
Paulo has requested to Jane, the purchases manager, to help him finding some products
and suppliers to make some orders.

Receiving and assigning a new research request

Jane checks her mail everyday and she saw that a new opportunity to search has been
sent to her by Paulo, the salesman.

She will start by review if there is the complete and clear information to make the product
and suppliers search, She checks the attachment Multiform and all is ok, then she will
assign the research to Jerry, one of his employees.

To check her mail, Jane goes to Messaging
- Inbox

She clicks on “Mark as ToDo” button to
remember that this message will need some
actions to do in the future.
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Jane downloads and checks the attachment
Multiform clicking on the Icon under the
message.

Jane clicks the the Subject of the message
(Title on bold) to open the opportunity
details.

Jane sends a message like "Research
Assigned" to Jerry from the opportunity
and automatically adds a purchaser to
follow the document.

Jane knows that she has to unmark the
customer check box and clicks on the
rectangle icon to send the message to the
purchaser.

When she clicks on the rectangle button a
pop-up screen appear. then Jane type the
purchaser email and writes the message.
Finally Jane clicks on the "Send" button.

From now on, Jerry will keep in contact
with the Sales department using the
opportunity.

To-do B o e x

2 Abriendo Multiform.ods

Ha elegido abrir:

Potential construction materials customer
Opportunity created
« Expected Revenue:

.+ Stage: New Multiform.ods

+ Salesperson: Commercia ] User quees: Hoja de calculo de OpenDocument (10.2 kB)
R A s de: http://nexxo.0s¢g.biz:8069
el Use gl cocuman - Adriistto, s o -3 gl

Qué deberia hacer Firefox con este archivo?

nHeHaJar\e ereis acustomer loking for laminate Fioor, ) Abrircan | LibreOfice Calc (predeterminada)

Multform with the produet nformation and o ofe o
hat | lreacy found. ®|Guardar archivo

Thark you.

o

Mitformods  Stppir Quotaton
ot

Cancelar Aceptar

cmmercial User to Adriristator, Jane + 28 mindes ago e

Polential construction materials customer
Opportunity created

+ Expecled Revenue:

+ Stage: New

+ Salesperson: Commercial User

+ Sales Team: Sales Department
Gommercial User updated document - Administrator , Jane notified - 3 days ago - ik

n Hello Jane, here is a customer looking for laminate Floor. Attached is the e
Muitiform with the product Information and one offer from a chinese supplier )
that | already found.

Thank you.
Muiltiform. ods Supplier Quatation.
ods
User to A or , Jane - 28 minutes ago - like

(7] Lead to Opporturity

() Lead Created
Mutiiorm.ods.  Supplier Quotation 3 followers
e
Commercial User
Jane

]

() Gpportunity Won _
Resgareh Assigned [ Opportunity Lost _|
@ Discussions -
7] Stage Changed
— - x
[ send |&@ attacharie [ Lead to Opportunity
[T Lead Created
Re: Polential construction materials cusiomer
Hello Jane, here is a customer looking for laminte Floor. Attached is the Multiform wi Stollowers
product Information and one offer from a chinese supplier that | already found. °
Cor
Thanks
Jane
Recipients Followers. of Potential construction materials customer and
Commereial User =commercla@exothn com - | 41 -
Subject Re: Potential construction materials customer
B Uk LS S E W e ()
Research Assigned
Use template -

& Save as new template
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Creating Products and Suppliers

Jerry, the purchaser guy, receives a message from his boss and then he is allowed go
ahead with the search procedure, out of the system!

Finally, when Jerry has chosen the best product and supplier then he will create them on
the ERP system and confirms to the salesman to go ahead with his negotiation.

Creating Supplier

ONEXXD Suppliers

Purchase

Purchase Orders - l?em"gDecnrmweF\uwers&Wreaﬁhs .iﬂ‘- z,:’l?:\lfti::EBATER\AS
Jerry goes to Purchases — Suppliers and "o
CliCkS On “Create" button. Involce Control

On Draft Invoices
On Purchase Order Lines
Products
Products by Category
Products

Configuration
Pricelists

Jerry defines whether it is a company or a

Name (g lsaCompany? )

person. It is suggested that all contact ﬁziLaminateFloorFactory . —
person should be defined below, he Inputs =~ ===~ —

the basic information and Add a Tag to g e e
provide easy access to individual supplier by e
searching the Tag. T &

Next step, Jerry clicks on the "Create"
button to Create the contact person for the
Supplier

After clicking the “Create” button under  openicontcs

the Contact tag, a pop-up screen will be .
ing Bo Wan

showed.

Jerry Inputs the personal contact
information here. As suggestion Jerry
chooses the "Use company Address" option.

Finally, he clicks on “Save and Close” == =y -
button
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Now the supplier related contact is showed
under the supplier information.

The internal Notes is for internal reference,
which will not be showed on any of the
documents.

Usually the sales and purchases Tab and the
accounting setting take the default settings.
If there is no special need, the default
setting will serve.

On the Accounting tab, Jerry clicks the
“Add an Item” button to add a Bank
Account to make the payments to the
supplier, a supplier can have more than one
bank account related.

He writes down the account number and
clicks on "Create and Edit" option.

Jerry fills all the Bank account Information,
chooses the bank from the list, here Jerry
can fill the chinese owner name of the
account.

At the end he clicks on "Save" button.

Name (g IsaCompany? )

|ABC Laminate Floor Factory

Laminate Floor

8

Larminate Floor |7 C)

& Use Company Address Phone +862003¢

Moblle +861326¢
Fax

Emall info@ab

Fiscal Position ~|  Latest Full Reconciliation Date

™

Account Receivable 10200 Dettors V2 Account Payable e 1=

Customor Payment Term =] Supplier Payment Term | 30 et Days |
Total Receivable 0.00 Total Payable 0.00

Credit Limit 000

Account Owner Name
NANJING RONGCHENG TRADING CO. LTD. .

Create: Bank Account

Bank Account Type ey — =] Account Number 1234567890

Bank Account Owner Information About the Bank

Account Owner

v [ Bank

[

ABC Laminate Floor Factory ABC Bark

Address Chinese Owner Nanfe Here!! Bank Name ABC Bank

Bank Identifier Code eg. GEBABEBB

Finally Jerry clicks on the “Save” button to save the changes on the supplier form.

Creating Product

To create a new product on OpenERP, Jerry
goes to Purchases — Products and he clicks
in "Create" button.

Jerry notes that the product formulary has
four different tabs, and he knows that all is
important because the information will be
used in most of the operation, but he will be
only responsible of Information Tab. and
Procurement Tab., so he starts in an
ordered way.

Purchase

Quotations

Purchase Orders

Suppliers
18201.00 Unit(s)

Incoming Products : 2320000 Urit(s)

Incoming Products
Invoice Control

On Draft Invoices

©On Purchase Order Lines
Products

Products by Category

Products

Procurements

Information

Mentory aales
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Product Information Tab.

Jerry Start from Information tab, he knows that the Boxes in “Blue” color are the required
information for a product, anyway he writes down all the basic information for the
product.

Discard

To Add the product picture, Jerry clcks on
the Image icon and then he chooses the
picture from his computer.

- piso-laminad...extura2 jpg

Ensure add the complete product
information:
Can be Sold, Allow Can be Purchase, Consumable
the product to be Allow the product Product, the system
selected in Sales to be selected in won't  check the
Order Purchases Order. inventory level and
user can keep
Flv-oducnilamt l ‘RequestPrDcuremEnt‘ Consumlng th|s
M:::mae oor Leerens || nroduct even it is out
Edit the unit of All products of stock
Measure for the CanbeSold (g Can be Purchased
product o eres vty e
product Type — E [ !nternal Reference:
Sal . d Ll oo Saquare Meters v [ EAN13Barcode £.g. 5901234123457 it 15 usable For
ales price an Sale Price 650 Qly by package 3;)0 internal
havetobe FOBand — v |2 communication and
UsD Welghtby Package (2300 printable documents.
Qty of Package 000
Complete Product ‘ _
SPEQIFICBtIOHS on R T ) The specifications for
english,  Include £5ifnis. the Packages will be
MOQ and SAMPLE usable from sales
PRICE here. quotations.
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Procurement Tab. Information

Jerry clicks on the Procurement Tab, then OpenERP automatically completed some fields
on the blue boxes in this formulary, Jerry just has to be sure about some things. The FOB
Cost priceis a critical data to input in here, then he is specialy carefully with that .

Ensure that the Procurement
Method for the product is
selected on Make to Stock.

Ensure that the Supply Method
for the product is selected on
Buy.

Enter the FOB Cost Price
(Every time in USD)

Here Jerry puts the related
supplier, can be more than one
assigned  supplier to one
product. The next pic will
explain how to do it.

\\Add an item

Here To edit the Description
which will be showed on the
Purchase Order

Il Product Name
Laminate Floor
Category
All products
(& Canbe Sold g Can be Purchased

Prycurements | Invertory  Sales

Procurement hod Make to Order j
Supply Method Buy j
Cost Price 32

Delays

Manufacturing Lead Time | 5

Active =

Suppliers

Supplier Delivery Lead Time

Description for Suppliers

This note will be displayed on requests for quotation

Suppliers Related Information - Procurement Tab.

A pop-up screen will be showed after the

days Purchase Unit of Measure

| Reauest Procurement |

(all

G

Purchase

Square Meters

Minimal Quantity

| orderpoints |

[

v Sequence 1
Supplier ProductCode  |acr77

Supplier Unit of Measure

“Add an item” button under “Supplier”. s
Purchases — Products — Procurement |[wmwm
Tab - Add an Item oy

Note that the Product Name and Reference

on the Supplier side can be different from

the one entered before. If no text is -
inputted here, the system will use the

default one.

Because the supplier has been created
already, then Jerry chooses it directly. He just
writes the supplier name and chooses the
Right option, then he clicks on “Save and

Close” button.

Supplier Laminated Fioor Factory|
Supplier Product Name

Minimal Quantity o b

Dellvery Lead Time

Quantity
Add an fter

Graate "Laminated Floor Factory

Unit Price

v Sequence 1
Suppller Product Code | ac777
Supplier Unit of Measuro

unit Price
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Notifying to Commercial and waiting to Order

At This point Jerry almost finish its Search, he just has to notify to the commercial about
the new product refference on the system and await for his answer to make the purchase
order.

Jerry goes to Messaging — ToDo and finds

the related message that he received from n'&’m;m;|| 0
Jane before, if it's many messages there then ‘—;mm @mw
he could use the filter options. o —
Jerry sends a short TEDly message saying SR g
something like: "Product has been created, FL - o
Internal reference is: [TC-A002] Laminate rrion  sepm e

Floor" and clicks on "Send" button.
Important: Ensure that the check button is
unmarked to don't add the customer as recipient .

Creating Purchase Order

Days later Jerry received a notification from Paulo, the salesman, Paulo has sent the
confirmation about the business successful including a Sales Order like attachment.

Jerry downloads it and reviews all details contain in sales order, he confirms all the
information with “ABC Laminate Floors Factory” ,the supplier, then Jerry creates a draft
Purchase Order and redacts the purchases contract, finally he sends it all together to the
supplier.

Messaging Purchases  Reporting

o NEXXO Purchase Orders

Purchase S
! -
uotations () rence Order Dale Supplier
Jerry goes to PU rchases > PU rchase S 1 PYooo7 10022014 FABRICA DE BATERIAS
Incoming Products O POWNs 10/02:2014 Beijing Decorative Flowers & Wreaths
. u“ n Incoming Products _
Or ers an ClLICKS ON Create Utton 0 Pood 10022014 FABRICA DE BATERIAS
oS [ PODOOO4 14 FABRICA DE BATERIAS
On Draft Invoices
[ POD0OO3 2014 FABRICA DE BATERIAS
On Purchase Order Lines
[] POo0O0Z 10022014 Beijing Decorative Flowers & Wreaths
Products
[ PO00ODY 06/11/2014 ZHENPAIER

Products by Category

Products

Configuration

* Pricelists

T 3 O L)L)

Request for Quotation /

‘Supplir v Ordor Dato 10/05/201473)

An empty Draft Purchase Order has been o ST
created, Jerry knows that only the blue e I
boxes are mandatory, but he fills the

complete information from the begining. = ==
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Purchase Order Tab

Jerry fills the header of the Purchase Order Tab First

He chooses the Supplier, Fills the Shipping
name, The same that the Sales Order, then
he chooses the currency (pricelist) for the
transaction on USD, chooses the correct
warehouse that the Order will be shipped
to and finally he fills the Source Document
with the Sales Order number.

Jerry clicks on “Add an Item” button, he
selects the product and changes whatever
he needs to change.

Here different products can have different
“Scheduled Dates”.

General special terms or conditions for this
purchase must be content in "Terms and
Conditions" field if it is necessary.

Incoming Shipment & Invoices Tab

from the Incoming Shipments and Invoices
reception of the goods.

If it's a directly shipment from supplier to
customer Jerry must choose the customer's
delivery address, but on this case the goods
will be send to our Guangzhou warehouse
then Jerry keeps this field empty.

Jerry confirms that the Invoicing control is
"Based on generated draft invoice", it
allows him to create a Preform Supplier
Invoice, before the goods are received.

Request for Quotation PO00010

Supplier ABC Laminate Floor Factory v 2 Order Dale 10/09/2014.7

Destination Warehouse | ;300 zhou Warehouse M
v ' Source Dacument

Shipping Name BOLIVAR

Pricelist USD Purchase Pricelist (USD) 50015

Purchase Order

ncoming Shipments & Invoicss

Subtotal

PackingWay  Taxes

Scheduled Quantity ProductUnitof  Unit
Product Dt oo

Descriptior
Tiption e Measure Pr

Purchase Order | Incoming Shipments & Invices

Subtotal

Scheduled Quantity Product Unitof  Unit
Product Description o — rige  Packing Way

[TC-A002]
Laminate Floor

[TC-A002]
Laminate Floor

10102014 20000.00 Unit(s) 7000000 &

Add an ftem

Untaxed Amount : $70000.00

Taxes $0.00

Total : (update)  $ 70000.00

SEECIAL TERMS
1S NECESSARY.

[TIONS FOR THIS PURCHASE MUST BE HERE IFIT

tab Jerry controls the invoicing and the

Purchase Order | Incoming Shipments & Invoices

I Cuslomer Address B l Invoicing Control e —— e
Expected Date 0102014 [ Invoice Received
Destination Physical Locations / Guang Zhou Warehov [ Payment Term |
Fiscal Position
Purchase Crder | Incoming Shipments & Invoices
Customer Address . |Invo\c\ng Control T e T E I
Expected Date 10102018 (4 VTS,
Destination Physical Locations / Guang Zhou Warehow [ Payment Term -l

Fiscal Position
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Purchase Or... / PO00010

or Discard
When Jerry confirms that all the Purchase
Order Information is right, he clicks on the
"Save" button.

| y Email || Print || Confirm Order || Cancel Order

Sending the Purchase Order to Supplier

Messaging Purchases  Reporting

ONEXXD Quotations

Purchase ” g

Jerry goes to Purchases — Quotations and D) | Aernce A —

clicks to chooses the PO Draft to send. e D Poxoo S
shrles [] PODOODS 100772014 FABRICA DE BATERIAS

Incoming Producis
Incoming Products

A pop-up screen will be showed after clicks
the “Send by Email” button. S

Send by Email | Confirm Order || Cancel Order

Reciplents - -

| e H|

. . Subject Re: PO00010
Jerry Chooses the supplier email address ... iccrrass
and ensures that Purchase Order and 77— .
Purchase Contract are attached before — ssmeme

clicks on "Send" button.

Usetemplate | Purchase Order - Sendby mail |
& Save as new template
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Confirming Purchase Order

After Jerry has compared the Purchase Order with the received proforma Invoice and the
signed contract from supplier, everything match 100%, then Jerry confirms the Purchase

Order and creates the Purchase Invoice and validates it.

Jerry goes to Purchases — Quotations
chooses the concerned Purchase Order and
clicks on “Confirm Order” button.

When clicking on the “Confirm Order”
button, an incoming shipment record will
be generated in the Warehouse module
automatically.

Most of the information like products,
unit price, quantity etc. can't be altered
after confirmation of the PO.

From now on Jerry will not find the
PO00010 on Quotations menu anymore.

Creating Supplier Invoice on the System

ONEXXD Quotations / PO00010

[ Edic ][ create | [ print < ][ mor

.

Purchase

Purchase Orders
Suppliers

Incoming Products
Incoming Products

Invoice Control
©On Draft Invoices

©On Purchase Order Lines

Products
Products by Gategory
Products

Configuration
» Pricelists

“ settoDraft || Cancelorder |
Request for Quotation PO00010
Supplier te: Floor Facte
Shipping Name
Pricelist USD Purchase Pricelist (USD)

Scheduled Quantity
Product Description Date
[TC-A002] [TC-A002] 10102014 20000.00
Laminate Floor Laminate Floor

Once Jerry is ready to order deposit payment, he creates the Supplier Invoice on

OpenERP.

Jerry opens the the concerned Purchase
Order and he clicks on the "Receive
Invoice" button.

Jerry saw that a Supplier Invoice Draft has
been generated automatically on the
system.

Purchase Or...

| Edit || Create |

| Cancel Order | Receive Products

Purchase Or... / PO00010 / Supplier Invoice BOLIVAR

(oo ) reae ]

oo |

Draft Invoice

Tax Description

PO00010
Print ~
Purchase Order PO00010
Supplier ABC Laminate Floor Factory
Shipping Name BOLIVAR
Pricelist USD Purchase Pricelist (USD)
..... Date
Due Date
...... oy
Description Guintiy  UnltofMessurs  UnitPrics  Taxes Amount
2 Laminste Floor  [TC-AOT2]Laminate Floor 000000 Units) a0 7000000
TaxAccount  Base  Amount Subtotal: 70000
Tax: som

Total:  $70000.00
o0

aaaaa
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Validating the Supplier Invoices

Jerry checks that all details match 100% with the PI, add some data under the three

available tabs is necessary.

On the Invoice Tab Jerry checks that all the
ltems information, references, quantities
and cost price is ok.

On the header Jerry ensures that the
“Source document” field contain the
PO:SO number and he also fill the Supplier
Invoice number and chooses the Invoice
dates.

He notes that the system is showing the
shipping name on the "Payment
Reference" field by default.

On the Other Info tab, Jerry chooses the
Bank Account to make the payments to the
supplier, if the supplier doesn't have the
account information then he will create a
new bank account for him.

He writes down part of the account number
and clicks on "Create and Edit" option.

Jerry fills all the Bank account Information
and clicks on "Save" button.

Note that here Jerry can fill the chinese
owner name of the account.

Finally, on the Payments tab Jerry notes
that no payments has been registered yet, It
is normal because he didn't order pay to
accounting department.

To save the changes Jerry clicks on the
“Save” button.

Draft Invoice

Supplier ABC Laminate Floor Factory v 2 Involce Date 10/09/20148
Fiscal Position »|  Due Dat 10/09/20147
Sourca Document PO00010:50016 Currency usp v
Supplier Invoice Number | |N006513
Payment Reference Free Reference j
BOLIVAR
invoice | Otherinfo  Payments
Product Description Quantity Unit of Measure Unit Price Taxes ‘Amount
[TC-A002] Laminate Floor [TC-A002] Laminate Floor 2000000 Unit(s) 350 70000.00 &
Add an item
Tax Description Tax Account Base ‘Amount Subtotal : $70000.00
Add an ftem Tax: (update) $0.00
Total:  §70000.00
Balance : $0.00
nvoice Cther Info Payments
Bank Account v
Salesperson ABC Bank: 1234567890
Payment Terms Create and Edit...

Create: Bank Account

Bank Account Type

Bank Account Owner

Account Owner

Address

Normal Bank Account ~| Account Number 1234567830

Information About the Bank

53
[

ABC Laminate Floor Factory Bank ABC Bark

Chinese Owner Nanje Herell Bank Name ABC Bark

Bank Identifier Code e.g. GEBABEBB

ther Info Payments

Payment Date

Journal Entry Reference  Name  Journal  Debit Credit  Amount Currency Currency

On Draft Inv...

Supplier Invoice BOLIVAR
or Discard

ate || cancelinvoice |

Draft Invoice

8

Supplier ABC Laminate Floor Factory
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Now Jerry is sure that the information
registered on OpenERP is complete and
right, then he can click on "Validate" button.

Payment requests

On Draft Inv... /Supplier Invoice BOLIVAR
| Edit || Create | Print -

| Cancel Invoice |

Draft Invoice

Supplier ABC Laminate Floor Factory

Once Jerry confirms the Invoice, he is ready to request the deposit payment from

accounting department to the supplier.

Jerry opens the concerned Purchase order
and clicks on the “Invoices” button

Purchases = Purchase Orders — Invoices

OpenERP opens the Invoice and then Jerry
sends a message to the accounting
department responsible to pay.

Jerry clicks on the rectangle Icon to open
the full mail composer.

Jerry composes the email ensuring to
include all the necessary information and
then he clicks on “Send” button.

Jerry waits for the payment confirmation to
start the follow-up procedure.

Draft PO RFQ Sent Purchase Order Done

Incoming Shipments || Invoices ‘

Order Date 10/09/2014
Destination Warehouse  Guang Zhou Warehouse

Source Document 50015
n Ta: Followers of this document o}
| Send |§} Attach a File

n + Currency: USD
+ Subtotal: 70000.0
+ Status: Draft ~ Open

« Type: Supplier Invoice
« Partner: ABC Laminate Floor Factory

Jermy updated document - 40 minutes ago - ke

Reciplents Followers of EXJ/2014/0010 BOLIVAR and

ey SR W] A o B
Sublect Re EXJ720140010 BOLIVAR
B 7 UK ZISEED @

Gould you pay deposit to this invoice please?, hers | confirm the Bank Information. Anyway it has been related on the supplier information already.

Use template -~
g Save as new template
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Updating the purchase orders status

Jerry comments under the PO, he updates
the status every time when he contacts with
the supplier using the "Log a note" button,
it means a Internal comment.

Purchases = Purchase Orders

He also can send messages to the supplier
directly from here.

Attach any kind of file to the Purchase Order
is allowed from the “Send a message” and
“Log a note” options.

Scheduling for follow-up tasks

Send a message

n Advance Payment Done!
Jerry logged a note - less than a minute ago - like

n RFQ Approved
" + Supplier: ABC Laminate Floor Factory

+ Uniaxed Amount: 70000.0
Jerry updated document - sbout 18 hours ago - fike

n RFQ Confirmed
+ Supplier: ABC Laminate Floor Factory

+ Untaxed Amount: 70000.0
Jerry updated document - sbout 18 hours ago - fike

n Re: PO00010
Hello, ABC Laminate Floor Factory

Here is the Order Request and Purchase Contract from Nexxo International Group

Log a note

Please check the attachments,

n Attach a note that will not be sent to the followers 0

Attaching files)|

| Loga note |§ Attach a File

Now Jerry knows how to add comments and attachments to the Purchase Order history.
Then Jerry arrange a series of follow up actions.

Jerry chooses the Purchase Order that he
have to update, he goes to Purchases —
Purchase Orders and opensiit.

Jerry clicks on the Supplier name and the
supplier tab appears.

He clicks on the “Meetings” button, then
the calendar screen appear.

By default Jerry can see the monthly view
but clicking on the top buttons he can
choose a weekly or daily period, he also can
see his scheduled events like a list or in a
Gantt graph view.

Purchase Order PO

Supplier ABC Laminate Fibor Factory
Shipping Name BOLIVAR
Pricelist USD Purchase Pricelist (USD)

ABC Laminate Floor Factory

mmmmmmmmm

Address

Website http:/www.abeioors.com

Purchase Or.../ PO00010 / ABC Lamina. Meetings - ET3
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After clicking on the day of the calendar to
schedule the event, a pop-up screen will be
show.

Jerry set the Subject, the Duration, the
location and the description for this event
and then he goes to the "Options" tab.

Jerry checks the "Recurrent" box because
he wants repeat this event every four (4)
days as his function manual say, he also
indicates the "End date" for this event and
after that he clicks on the "Save" button.

Create: Meetings

Meeting Subject

Update PO00010

Attendees

[ABG Laminate Floor Faciory -
Mesting Details

Starting at 10132014 080000 [T Tags

Duration o1 hours () All Day? ) Location virual

Description

Jery desgrives here the goal of this event or add some reminders if it is necessary!

.. P

Mesting D opti

Recurrent & Privacy Public -
Show Time as Busy E

Repeat Every + bavie) |

Uniil Enddate | 1ozazota 4

To the DPI performing Jerry arranges it on the same way, so he has complete control of

his follow up tasks under the ERP.

Notifications to Sales Team and Warehouse Team

When Jerry has the DPI report he adds it to
the concerned PO - Incoming Shipment as
a message and he send it to Paulo, the
salesman.

Jerry goes to Purchases — Purchase
Orders and opensiit.

He clicks on the “Incoming Shipments”
button.

Jerry clicks on the “Send a Message” option
and then he clicks on the rectangle Icon on
the right corner to open the full mail
composer.

After clicking the “"Rectangle Icon” under
the Incoming Shipment, a pop-up screen will
be show.

Jerry adds the related salesman email and
composes the message.

Incoming Shipments || Invaices

Purchase Order PO00010

Suppller ABC Laminate Floor Factory

¥ Date 100972014

Shipping Name BOLIVAR

Pricelist usD

stination Warehouse | Guang Zhou Warehouse
Source Document son1s

Purchase Order | Incoming S

Subtotal

Product Description ;;:““'e" o

it
Measure Price | Roking Way | Taxes
[mc-Ac0z1
Laminate Floor

[TC-A002]
Laminate Floor

101102014 350 Garton must

contain 10 pes

7000000

7000000
Taxes $0.00

Total :  $70000.00

n To: Followers of this document o ‘ i

Report done |
b= | One follower Acd others

[[send | atacnarie

Recipients Followers of INDODI2 and

I Cammerca User <cammercazGnessochimcom

Subject Re: IN0OD12

[2 7 gL E EFER 0 |
I|%B§e&t‘dm |l
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He attached the report file and clicks on
“Send” button. =3

Important:

Note that Jerry sends the reports to Paulo as a “Incoming Shipment attachment”
because like this the salesman will be added as a follower of the document and then he
will be automatically informed about the order changes or the reports updates (DPI, QC,
Receipt and Delivery of the goods).

Scheduling Reception

Once the DPI has successful and Jerry has been notified that the balance payment was
done, then he has to check the schedule date to the goods reception.

He knows that the Incoming Shipments are generated automatically by the system when a
PO is confirmed.

Jerry can use the filters bar to arrange and
search by different options: PO, SO, supplier,
creation date, scheduled time, status and
others.

When an Incoming Shipment is red in color,  'meoming Shipments

. . [ create [ERTSY
it means that it has passed the expected .., _ e e p—r————
reception date, and the goods still has not | weer  eencace Powooisacon o iaiasnis

BATERIAS 12:00:00 12:00:00

arrived.

He goes to Purchases - Incoming
Shipments and open the concerned
document.
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The Scheduled date is the earliest date of
the item received among all the listed item.

Clicking on “Edit” button and later into the
item line, Jerry can edit the detail of item

After clicking into the Item line, a pop-up
screen appear.

The Scheduled Date can be modified as
long as no product is received.

Jerry Choose the new reception date, he
clicks on “Done” button and later Click on
“Save” button.

Finally Jerry saves the changes into the
Incoming Shipment, he clicks on the “Save”
button.

Incoming Sh.... / IN/00012

(e [ceee )

el

Supplier

Stock Journal
‘Good Recelpt

Involce Control

[prine = | wore -

IN/00012

Not Appiicable

67 (@[

Quaity Check

==

setto
Not

Procets
Product 1 auantty U poce gt Logtn Wi gt Vom0
oAk 1 o000 Uns) s - a o 000 0 000 0 Avile Crose Mol
Larine Pack
Flor
Open: Internal Moves
Product [TC-A002] Laminate Floor v 2 Source PO00010:50015
Quantity 20000.00 Unit(s) v [ Reference 00012 Q=4
@ Scrap Shipping Type Getling Goods 5]
Description [TC-A002] Laminate Floor Source Location Partner Locations / Suppliers =
Weight 0.00
Length 0.00
Width 000
Height 0.00
0.00
10032014 16:56:00
Destination
Destination Location Physical Locations / Guang Zhou Warehe v
Destination Address ABG Laminate Floor Factory @ New Pack
Scheduled Date 11152014 150000 (3]
Purchase Order Line  [TC-A002] Laminate Floor
[ soe [EEES
Height
46 16 17 18 19 2 22
Volume
47 23 24 25 26 27 2B 2
Creation Date
48
Sales Order Line
Time 15:00
Destination Hour Traceability
Destination Location Minute v [®  Pack
Destination Address Now Done | o [
Scheduled Date 11/21/2014 15:00:00 7]
Purchase Order Line [TC-A002] Laminate Floor
m or Discard
Incoming Sh... / IN/00012
67| @ &
IN/00012
Supptir 'ABC Lominate Foor aciory v % Purchase Order Po00010 e
Involes Cotrol Not Applicat Creation ate ]
Stock Journal =] scheduled Time 1152014150000
Good Recspt Sourcs Document POOIES001S
Qualty Check
ot
—t = S setto
] P
| i

Products | Additional I

rosuat |10 vty PRI

"

Destination Welght Length Width Helght Volume
Location

Status
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Exceptional Operation — Cancel Purchase Order

If an issue appear and purchase department need cancel the operation, Jerry knows that a
confirmed Purchase Order can’t be cancelled directly, as invoice or incoming shipment is
auto-created in most cases, they have to be cancelled in advance in order to cancel the
Purchase Order.

Purchase Or... /PO00016

o care

| concelorder || Receive products || Receive invoice |

When Jerry goes to Purchases — Purchase
Order, he opens the related Purchase Order
and clicks in the “Cancel Order” button, this
pOp-Up SCreen appear.

Purchase Order H OpenERP Warning

Supplier ABC Lam) 1

Shipping Name CANCE A Unable to cancel this purchase order.  [frarehouse
Pricelist

USD Pur ment
First cancel all receptions related to this

purchase order.

(ol

Product Description Price
[PW101] POWER  [PWI101]POWER  10/17/2014 1000.00  Unitis) 150
BANK BANK

Note that once the invoice/incoming shipment is validated (not in draft status),
the Purchase Order can’t be cancelled any more, so this procedure only apply to
cancel orders with Invoice/Incoming shipment no validated.

Cancelling Incoming Shipment

Purchase Order PO00016 Incoming Shipments | invoices |

Supplier Order Date 10172014

Shipping Name Destination Warehouse | ¢,,on o

Pricelist ricelist (USD) Source Document 50017

Jerry chicks on “Incoming Shipments” — rowor commi
button at the left hand of the PO to open it. el et S ST

[PWI0 POWER  [PWIOT]POWER  10/17/2014. 1000.00 Unit(s) 1.50 1500.00

Subtotal

Untaxed Amount : $ 1500.00
Taxes : $000

Total:  $1500.00

Purchase Or... / PO00016 / Incoming Sh... / IN/00019

| edit || create | | print < || more -

Confirm & Receive | Cancel Transfer ‘

IN/00019

Once the Incoming Shipment appear, Jerry
clicks on the “Cancel Transfer” button.

Supplier ABC Laminate Floor Factory

Not Applicable
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Purchase Or... / PO00016 / Incoming Sh... / IN/00019

If the document is cancelled, no red button = Lo J v |
will be showed on the left-hand corner.
IN/
Jerry clicks on the PO00016 title to come
back to the Purchase Order. e Cont o
Cancelling Invoice
Purchase Order PO00016 [ incoming shipments_][nvoices |

Supplier ABG Laminate Floor Factory Order Date 10172014
Shipping Name CANCEL EXAMPLE Destination Warehouse | ¢an 0 7h oy warehous: -
Pricelist USD Purchase Pricelist (USD) Source Document

50017

Jerry chicks on “Invoices” button at the left

Puchase Order | incoming Shipments & invoices
h an d 0 I: th e PO to openi t oroduct pion Scheduled Dafe Guanity  Product Unitol  Unit
. Measure Price

[PW101]1 POWER  [PW101] POWER 10017/2014 1000.00 Unitis) 150 1500.00

Untaxed Amount - § 150000
Taxes : $000

Total:  $1500.00

Purchase Or... / PO00016 / Supplier Invoice CANCEL EXAMPLE
| Edit || Create | | Print ~ ||:

Validate | Cancel Invoice ‘

Once the Invoice appear, Jerry clicks on the

“Cancel Invoice” button. Draft Invoice
Supplier ABC Laminate Floor Factory
Fiscal Position
Source Document POO0016

Supplier Invoice Number
Payment Reference CANCEL EXAMPLE

Purchase Or... /| PO00016 / Supplier Invoice CANCEL EXAMPLE

[ | crene | T
If the document is cancelled, no red button
will be showed on the left-hand corner.
Invoi
Jerry clicks on the PO00016 title to come — R
back to the Purchase Order e | oo
Supplier Invoice Number
Payment Reference CANCEL EXAMPLE
Cancelling Purchase Order
Purchase Or... / PO00016
[ea [ create | [print < [ ore =_

Now Jerry is able to cancel the Purchase
Order, so he clicks on the “Cancel Order”
button

| Cancel Order ” Manually Corrected ‘

Purchase Order PO00016

Supplier ABC Laminate Floor Factory
Shipping Name CANCEL EXAMPLE

st USD Purchase Pricelist (USD)

Purchase Order Incoming Shipments & Invoices
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After cancelling the PO, the document
status will become “Cancelled”.

To re-use the content of the cancelled PO,
the “Set to Draft” button should be pressed
and Jerry could re-use the PO with same
content.

Exceptional Operation — Return Order

uuuuuu

Total:  $1500.00

Once the invoice or incoming shipment is validated, the document can’t be cancelled.
User has to use the return function to perform the adjustment.

For security reasons the return functions will be available only for department managers,
so Jerry need ask help to Jane, the purchase manager, to do it.

Jane opens the concerned Purchace order
and clicks on Incoming shipment first.

Purchases — Purchase Orders

Return Products

Clicking on the “Return Products” button a
pop-up screen will be showed, requesting
the return quantity of each product.

User can choose to issue a return invoice
based on the return order or not. For the
example Jerry choose "No Invoicing" and
he clicks on “Return” button.

Purchase Order PO00049

Incoming Shipments.

Supplier Laminate Floor Factory Order Date 10132014
Shipping Name BOLIVAR Destination Warehouse  Guang Zhou W:
Pricelist USD Purchase Pricelist (USD) Source Document So015
Purchase Order Incoming Shipments & Invoice:
_— Description Scheduled Date Quantity  Product Unit of Sublotal
reasure
[TC-A002] [TC-A002] Laminate 10142014 20000.00 Unit(s) 64000.00
Laminate Floor  Floor
Untaxed Amount $ 64000.00
Taxes $000
Total:  $64000.00
Purchase Or... / PO00049 / Incoming Sh... / IN/00079
[ edit |[ creare | [ erint - ][ more ~
| Return Products |
Supplier Laminate Floor Factory Purchase Order PO00D49
Invoice Control Not Applicable Creation Dale 1017201
Stock Journal Scheduled Time 1017201
Good Recelpt Source Document soots
————— Quality Check
& setto v
Not —
Receil [ @ cheak | @ set to
— Not
Checked
Return Shipment
Provide the quantities of the returned products
Moves
Product Serial Number Quantity
[TC-A002] Laminate Figor 2000000 &
Add an item
Invoicing B
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The return order will be confirmed by
warehouse pressing the “Deliver” button. (It
means deliver the product back to supplier)

Note that the return order can also be
cancelled by pressing the “Cancel Transfer”
button.

Refound Invoices

To ask for refounds Jane opens the
concerned Purchace order and clicks on the
“Invoices” button.

Purchases — Purchase Orders

Clicking on the “Ask Refounds” button a
pop-up screen will be showed, requesting
the refound details.

Different return method can be chosen,
Jane will use the by default option "Create
a Draft Refund". A refund reason is
required, then Jane fills it and clicks on
“Create Refund” button.

The refund Invoice will be confirmed by
accounting  responsible  pressing  the
“Validate” button. (It means from here
accounting department will follow it, Jane
has just informs them.)

Note that the Refund Invoice can also be
cancelled by pressing the “Cancel Invoice”
button.

Purchase Or..

PO00049 / Incoming Sh... / IN/00079 / Returned Pi...
OUT/00087-IN/00079-return

Purchase Order PO00049

Supplier Laminate Floor Factory Order Date

Shipping Name BOLIVAR

Pricelist USD Purchase Pricelist (USD) Source Document
Purchase Order Incoming Shipments & Invoices

Product B Scheduled Date Quantiy Product Unit of

e Measure
[TC-A002] [TC-A002] Laminate  10/14/2014 2000000  Unit(s)
Laminate Floor Floor

Purchase Or...

(et |[ creme |

PO00049 / EXJ/2014/0027 BOLIVAR

Bl e |

Refund Invoice

Refund Method

Reason
Refund Journal

Creaie Refund  [fe3

Supplier Ref...

(e |[ creme |

Invoice EXJ/2014/0027

Supplier
Fiscal Position

Destination Warehouse Guang Zhou Warehouse

Laminate Floor Factory

Incoming Shipments || invoices

10132014

s0015

Subtotal

3z 6400000

Untaxed Amount 6400000

Taxes $000

Total:  $64000.00

[Cprine = [ vvore = |

Invoice Date

Due Date
Account

Journal
Currency
Verification Total

10172004 [F

print ~ || More -

[T | cencelinvoice |

Source Document PODO0MS
r Invoice Number
ce BOLIVAR
Invoice ther Inf Payment
Create a draft refund -
BOLVAR Date
Purchase Refund Joj ~|  Force period
Supplier Refund BOLIVAR
Draft Refund
Supplier Laminate Floor Factory
Fiscal Position
Source Document
Supplier Invoice Number
ayment Reference BOLIVAR
Invoice ther Inf Payment
Product Description
[TC-AD0Z] Laminate [TC-AD0Z] Laminate
Floor Floor

Invaice Date
Due Date
Account

Journal
Currency
Verification Total

— Quantity  Unit of Measu

220000
Expenses

20000.00 Unit(s)
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Using different Views in OpenERP

At the end, just a quick word about the
different View buttons in OpenERP. The
screenshot below shows the kinds of
buttons available. Each button represents a
different way of looking at data.

From the Purchases Order screen, Jerry
clicks the List view button to get an
overview of several PO ata time.

He clicks in Purchases — Purchase Orders
and clicks the “list view” button

When Jerry wants more information about a
specific opportunity, he will switch to Form
view.

He clicks in Purchases = Purchase Orders
and clicks the “Form view” button

O

Then Jerry decides he wants to see the
Purchases in a graphical representation, so
he clicks the Graph view button to display a
graph with the PO expressed in a bar chart
representation (more graph options are
availables).

He clicks in Purchases — Purchase Orders
and clicks the “Graph view” button

>

Purchase Orders

[SE==

E=0o 8

2000000

600000

450000

Purchase Order PO00049

Supplier Laminate Foor Facos Order Date
ShippingName  BoLvAR
Pricelst USD Purchase Pricast (USD) Source Document

Destination Warehouse  Guang Znou Warehouse

Puchase Order

Pacing [ Subtola
Way.

[1C-A00Z Laminate 10142014 2000000 Unis) 3 6400000
Floor

Schoduled Date Quantiy  Product Unitof Uit
Product Description ! B

[rc-Acz)
Laminate Fioor

Untaxec Amourt $5400000
Tases s000

Total:  $64000.00

=Oge
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Monday. Tuesday Wodnosday. Thursday Friday

He could also choose to display the =
Purchases in Calendar view.

He clicks in Purchases —» Purchase Orders
and clicks the “Calendar View” button

“®
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