Buyers can bypass PR workflow and create a rush PO via Buy Route.

NOTE: Only users assigned to the ‘Buyer’ role will be able to create these
types of direct purchase orders.

Step 1:

From the Buyer navigation panel, select ‘Create Order.’

STEP 2!

The ‘Create a Purchase Order’ window will appear.

Create a PurchaseQrder

Please provide basic order information

Supplier Order Type *
PITCO01 -

| pIT CREW fer Name *
18911 REDRIVER TRAIL SAN ANTONIO, TX 1
PITNOOT -
PITNEY BOWES GLOBAL FINANCIAL SERVICES, LLC

| "
PO BOX 371887 PITTSEURGH, PA 1 Mmpany Code
PITNOOZ - PURCHASE POWER *+ACH*

P.0. BOX 371874 PITTSBURGH, PA 1
Currency * VAT Info

Fill in the required information fields:

Supplier Name
Order Type

Payment Terms
Order Name

FOB Terms (Optional)
Company Code
Currency



StEP 3:

Click the green ‘Continue’ button to proceed with the order.

Create a Purchase QOrder
Supplier: SIGNS ALL SIGNS

Please provide basic order information

Supplier Order Type *

SIGND04 - SIGNS ALL SIGNS Standard ~
Payment Terms * Order Name *

Net 60 Days v Billboard
FOB Terms Company Code *

543213 - Marketing

Currency * VAT Infe

United States Dollar W

STEP 4:

Click the blue ‘Add Item’ button to add line items to the order.

Cancel |

Create a Purchase Qrder
Supplier: PRECISION AUTO BODY & PAINT, INC.

Let's add some items to your order

# Description Category Part No. Delivery Date Qty UoM Unit Price Total Price

No current line items.

Total (USD) $0.00




StEP 5:

Fill in the required line item fields, same as you would to submit a free text or
non-catalog purchase request.

—
.

Type (select product or service)

Category (use the drop down menu or search to select the category which
best classifies the line item)

Description

Unit price (cost)

Currency (defaults to USD)

Quantity

UoM (unit of measure)

Supplier

Service Period or Delivery Date depending on ‘Type' selected.

N

©®NO WA W

Add Line ltem

Show Optional Fields
General Information

Type Product o required ()
Category 43190000 - Communications Devices
Description Billboard on Highway 1
Unit Price £15,000.00 required (3}

Currency usp

Quantity 1

UoM

Supplier

Buyer Group

Delivery Date

EA-EA

SIGNOD4 - SIGNS ALL SIGNS

General

08/24/2019

STEP 6:

Enter the appropriate accounting information for the line item.

SteEP 7:

Enter the company information for the Purchasing Organization and Plant
fields. Select the correct tax option from the drop down menu (i.e. taxable, tax
exempt, etc.)



NOTE: Requirements will vary based on your organization’s configurations.

Plant A123 - Marketing required

Shipping
Shipping Charges $0.00 required

Taxes

Vertex Tax Code DC020000 - Custom Computer Software - physical media

Tax Code TX01 - Tax - required

Click the green ‘Save Item’ button to save the line item to the purchase order.

STEP 8:

Repeat steps 5-8 as needed until all line items have been added to the purchase
order. Click the green ‘Continue’ button to proceed once all line items have been
added.

| Cancel

Create a Purchase @rder
Supplier: SIGNS ALL SIGNS

Let's add some items to your order

# Description Category Part No.  Delivery Date aty UoM Unit Price Total Price

1 Billbeard en Highway 1 43190000 08/24/2019 1 EA §15000.00 81500000 %

Total (USD) $15,000.00

Back




STEP 9!

Click the shipping address field and select the appropriate address from the
dropdown menu. Add any internal comments regarding the purchase order and
any notes or instructions for the supplier into the appropriate fields.

Create a Purchase Qrder
Supplier SIGNS ALL SIGNS

Have any notes regarding this order?

Shipping Address * Comments:

Vroozi HQ

Attention: asma

Vroozi HQ

15000 VENTURA BLVD

Building: b1

Room: 11

Floor 1

SHERMAN DAKS, CA 914032443
us

Motes to Supplier

& asma.latif

. +1(818) 5

Step 10:

Click the green ‘Finish’ button to create a draft of your purchase order. Review
and verify all information entered into the purchase order is accurate. Add any
shipping instructions if necessary.



Edit Purchase Order 2000000432

2000000432 08/09/2019 nichol

08/09/2019

Buyer Whitaker

Company Information

Step 11:

Click the green ‘Submit’ button to send the Purchase Order to the supplier.

STteEP 12

The Order can then be found in ‘PO Status’ under ‘In Progress'. This status will
remain until the Supplier confirms shipment of the item(s).

Buy Route
inpr ot




