How To Create New Purchasing Record via the Search

Screen

Here are the steps on how to create new record via the Search screen

1. Select AP screen with Search toolbar button.

[ Purchasing (A/P)

Purchasing (A/P)

PayVauchers
Pay Voucher Detalls
Process Payments

Batch Posting

Create

New Purchase Orders
New Vouchers

New Voucher Batch Entry
New Payment

New Buyer

New Lien

New Vendor

2. Click on the menu you want to open to display the Search screen. The example below is the Search Voucher screen.
£ Notfications @ ] Ac

Voucher Search
New Open Refresh Report

n iRely LLC

Voucher Search | Voucher Detail | Pending Approval | Posted | Voucher
Bview  Q [Fiter 4165 record(s)

Voucher Date | Due Date Post Dace. Date Created | Voucher No. Invoice No.
| 712012017 71202017 71202017 71202017 8L-20801 10
| 712002017 71202017 71202017 71202017 81-20800 9
| 7r002017 71202017 71202017 71202017 8L-20799 8
| 7r2002017 71202017 71202017 72072017 8L-20798 7
| 7202017 71202017 1202017 71202017 BL20797 6
| 712002017 71202017 71202017 71202017 8L-20796 5
| 7r002017 71202017 71202017 71202017 8L-20795 4
| 7r002017 71202017 12002017 72072017 BL-20794 3
| 7202017 712002017 71202017 712012017 8L-20793 2
| 712012017 71202017 71202017 71202017 8L-20792 1

w

open.

Voucher

Activities Maintenance
Purchase Orders 1099

Vendor Contact List Buyers

Vouchers Liens

Voucher Batch Entr Vendors

Reference

New Save Search Delete Undo Print Debit Memo
Det. Prepaid and Debit memos | Attachments(0) | Activities (0) | AuditLog(0) = Approval (0)
Type *|Voucher v PostDate  7/20/2017
Invoice No Due Date | 7/202017
Invoice Date 7/2012017 Recur Reference
Check Comments ship Via ~
+ Insert Q Open Q4 TexDetails X Remave Getprevious details B3 View  Filter (F3)
Contract PO# Item No. Description Misc Description | UOM
“
Ship From Remarks
ship To
7 9 Ready

Check Comment

Post Preview  Add Payables

Import

Import Vouchers from Origin

VendorName | Location
AP Sample Ven... 0001 -Forc Wy
AP Sample Ven... 0001 -Fort Wy
AP Sample Ven... 0001 - Fort Wa
AP Sample Ven... 0001 -Fort Wa
AP Sample Ven.. 0001 -Forc Wy
AP Sample Ven... 0001 -Fort Wy
AP Sample Ven... 0001 - Fort Wa.
AP Sample Ven.. 0001 - Fort Way,
49 Sample Ven... 0001 - Fort Way
AP Sample Ven... 0001 -Fort Wy

Additional Infa

Contact

Ship From =

ShipTo = 0001 - Fort Wayne
Location 0001 - Fort Wayne
Pay To

Ordered Billed

Recurring

Reports

AP Transactions by GL Account

Cash Requirements

Check Register

Customer Settlement Summary ..

Open Clearing

Open Payable Details
Open Clearing Detail
Gpen Payables
Voucher Checkoff

2 Recent

£) Lock Screen [ Signout

/' Fullscreen

Total | AmouncDue | Amouncpaid Tax
10000 10000 000 000
%000 %000 000 000
8000 8000 000 000
7000 7000 000 000
60.00 60.00 000 000
5000 5000 000 000
4000 000 000 000
3000 3000 000 000
2000 2000 000 000
1000 1000 000 000
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Click New toolbar button to open a blank screen to enter new records. For example, using the search screen above, a blank Voucher screen will
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Here are the steps on how to create new record via the Search screen




1. Select AP screen with Search toolbar button.

Purchasing (Accounts Payable)
Purchase Orders
Voucher Batch Entry
Vouchers
Batch Posting
Pay Vouchers
Pay Voucher Details
Process Payments
Import Vouchers from Origin
1099
Buyers
Liens

Vendors

2. Click on the menu you want to open to display the Search screen. The example below is the Search Voucher screen.

n iRely LLC Notifications (@ (5] Activites Rece LockScreen [ Signout /' Fullscreen

Voucher Search
New Open Refresh Report =

h | Voucher Detail Pending Approval | Posted | Voucher

4,165 record(s)

712072017 017 120800 9 A Way 9000 0 000 000

3. Click New button to open a blank screen to enter new records. For example, using the search screen above, a blank Voucher screen will open.

Voucher

Prepaid and Debitmemos  Attachments (0) | Actvises 0) | Audic Log(0) | Approval (0)  Additional Info
[ voucher ~| Postpate | 7202017 Contact ~| Voucher No
Vendor 5 Q] Terms ©| ship From v
nvoice No Due Date [7/20/2017 ShipTo  +0001 - Fort Wayne | withheld Amount
nvoice Date 71202017 Recur Reference Location 0001 - Fort wayne | currency +|usp v
Check Comments Ship Via | P v | ordered 8y irelyadmin Q
+Inserc Q Open Q TaxDetails X Remove [3 Ge:
Contract PO# ftem No. Ordered Biled | CurrencyUnit | Rete Type Exchange Ra
»

Ship From Remarks Subtotal

Tax

Total
ship To Amount Paid:

Amount Due:
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Here are the steps on how to create new record via the Search screen:

1. Select AP screen with Search toolbar button.



2. Click on the menu you want to open. Search screen of the selected menu will open. The example below is the Search Voucher screen.

3. Click New button to open a blank screen to enter new records. For example, using the search screen above, a blank Pay Bills Detail screen will
open.

Here are the steps on how to create new record via the Search screen:

1. Select AP screen with Search toolbar button.
(Z Purchasing

' Purchase Orders

. Bill Batch Entry

o Bills

4 Recurring Transactions

' Batch Posting

# Pay Bills
1 Pay Bill Details
& Print Checks

# Paid Bills History
& Vendor Expense Approval
Import Bills from Origin

@}VEI‘IdOI’E

|=] Open Payables
|£] Vendor History
|2 ] Cash Requirements
[£] Check Register
|=] AP Transactions by GL Account
2. Click on the menu you want to open. Search screen will open. The example below is the Search Bills screen.

ail
[+] 4 g - @

New  View  Refresh Boport Close

Euyoute T | 1,305 records.
B 12312015 01/30/2016 2101-00-000 BL-1330 1 Vendor 1 20.00 20.00 [; (] ] 01/08/2016 Myrac
1 o01/07/2016 01/22/2016 2101-00-000 BL-1333 2 Vendor 2 24750 247.50 B B B 01/08/2016 Myrac
3. Click New button to open a blank screen to enter new records. For example, using the search screen above, a blank Bill screen will open.
Seil BI=1IE3

e =
8 & q &YV o @
New Save Search Delete Undo Post Recap  Add Receipt  Close

Details || Prepaid and Debit memos || Attachments | Comments | Audit Log

Type: Bill | Ship From: v | Contact: v | Bil No:
Vendor | ship To: | Ordered By: | irefyadmin | Tvoice No:

Tnvoice Date: [01/26/2016 |7 Date: 01/26/2016 |3 ship Via: | DueDate: | 01/26/2016 |[F| Currency: |USD || AP Account: 210100000 |v
Location: | [Tems | Reference: ‘Withheld Amount:

Q View Item C}, View Tax Details (& Remove || |- Get previous details = Layout -

[ Contract Item o, Description Misc Description Ordered gilled  Discoun Tax  TaxGroup cost Total  Account ID cor
o
y
Ship From: e Subtotal:
Shipping:
Require Approval: [] Status: peine
Tax:
Approval Notes: it

‘ship To:
Amount Paid:

Amount Due:
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