Purchase process

It usually goes this way:

Purchase Deal (Optional)- Purchase Quote (Optional) - Purchase Order - Purchase Invoice -
Purchase Transfer (for products) - Inventory (for Products), but it can be configured to skip some

steps if do not necessary.

In oder to start, Products, services and Price lists has to be defined. Please, refer to Products an

services section

All objects part of the process or related are listed in containers Purchases section of

Commercial Management module.

Commercial Management /

Purchases (ordered Relations Container)

S 5
Purchase Purchase Purchase Purchase
Deals Quotes Orders Invoicas
= m L2
Products and Purchase Stock Suppliars
Services Contracts

Starting a Purchase Deal

Furchase
Price Lists

E. =+
<0

Purchase
Transfars

e Starting a Purchase Deal can be done directly from the Purchase Deals container in

Commercial Management folder
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Commereial Management /

Purchases (Ordered Relations Container)

S
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Orders Invoices Price Lists Transfers Services Contracts

e Via button Create New Purchase Deal
e Orin the usual way via Create New Menu, Other, Purchase deal

Several basic details need to be defined upon starting: Name (you choose as per important
information), Seller and Buyer, Currency and Price List (Mandatory)

Seller can be chosen within suggestions, shown after entering several letters in the Seller field. The
list of available options to choose from contains companies, defined as External and Suppliers. LINK

TO Contacts

There are other optional details, such as Manager, Close date, Payment Method. Payment terms,
Shipping method, Contacts etc., that can be added or edited later.

Enumerators can be added in advance to use automatic numbering. Creating Enumerator
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Iltems can be added now or later on by Actions/Edit.

Add item is used for adding defined products/services (see Products and Services), included in the
corresponding selected Price list.

Add custom item does the same thing, for the items, which are not defined as products, usually
this is necessary for custom products, with a special description or price, needed once.

By pressing Add item, a new field is shown, where to select the item to be sold and define Quantity
and Price will appear, once Quantity is selected, VAT, taxes (fixed amount or percentage, discounts
(fixed amount or percentage) and relations if any.
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More Items can be added by buttons below.

After entering all details, press Save and the item will appear in the Deal. If amendment is needed
that can be done via Actions/Edit (or Edit button) and pressing on the item to view the fields
described above.

'ﬁ' Purchase #01 [Purchate Deal)

Cireatod: sdministrator Fuill M Supplisr brberrational
Created At 11/11/2021, 23528 PW — Emasiba: Suppl wr N TiEra bil.com
Chase Dites "= Phone Humber: ~4255150844
Managii Comtacts:

Probabilitg:

Prioaity:

Categonc

=

Marms:  Purchase §3)1

Desoription:
Deal w:
Sellen =1 Supsplins Irdwrnational Buysr 27 PETEU Lid
Contacts: Manager:
Close Dute:
Cumensy:  EUR
Pricelists: & Purchass Price List cheap
Containers:
teern Quantity Single Price Torkad Nwtr Discounts VAT Tanes Totsl Gross:
Single Stock 1 1pc £30.00 €000 [ VAT €000
Larwicw con Sdeck Maintsnencs Yearly 1 ymar 4,08 (SN ] BE0L00
Subtotal: 13000
Discount €000

Additional details such as Probability, Priority, Category and Container could also be defined
if needed.

Deal # by default is a text, depending on the company policy for numbering Purchase deals,
however automatic numbering can be additionally configured. Enumerators can be added in

advance to use automatic numbering. Creating Enumerator
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After entering the necessary details and Saving Deal is created. If edit is needed that can be done
via Actions Menu/Edit.

Purchase Deal Stages

Default Stages of the Purchase Deal are: Qualification, Analysis, Proposal, Negotiation, Close
(Won/Lost)

% Purchase #01 purchese Deal)

Dol e Contsct:
Creator sdministrator Full Kame:! Supplier Intirmatioral
Created AL 111172021, 3038 PM —  Emails: SupplisrINT Feasil. com
Clexga Dt &_— Phone Kurmbers: +44355130444
Manages Contacts:
Probabiling:
Priicaity:

Categony:

Create a Quote from the Deal

Creating a Quote from the Deal can be done in any of the Deal’s stages and That is done via
Actions Menu/Generate Quote.

Actions ™

* Add Bookmark
&k Attach File{s}
&6 Change Property

@ Copy

¥ Delete MNego
/ Edit

[+ Exportto CSV

(3 Exportto Excel

Generate Quote

& Pop G'{ Generate Quote
& Relate To

Once Quote is generated, the relation between the Deal and the Quote can be seen in the tabs at
the bottom of the Deal object.
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% Purchase #01

The generated quote has the same Title as the Deal. In order to avoid confusion, the text in
brackets near the name of the Object shows the kind of Object it is (Purchase Quote).

It can be Edited by Edit Button or via Actions Menu/Edit.

Details can be added or edited.

Quote # by default is a text, depending on the company policy for numbering Purchase quotes,
however automatic numbering can be additionally configured. Enumerators can be added in

advance to use automatic numbering. Creating Enumerator

Purchase #01 (Purchese Quote)

Descripkion

Seller

Full Mame: Supplier International
Address: United Kingdorm

Phone Nurnbers: +442552364494
Ernails; SupplierINT@mail.com

Buryer

Full Narne: PBT EU Lid

Address: Bulgaria, Sofia, 1000, Solunska Str, 58
Phone Nurnbers: +3598882222233

Ernaile zales@pbtew.com

Properties ~
Narme:  Purchase #01 Date:  11)12f2021
Quots i Walidity
Seller:  &° Supplier International Buyer: &° PBTEULtd

Contacis: Manager:

Price Lists: & Purchaze Price List cheap Payrnent Method:

Currency:  EUR Payrnent Terma:

Quote Type: Shipping Method:

Containers:
Relations:
Item Quantity Single Prica Total Net: Dizscounts WAT Taxes Tatal Groszs:
Single Stock 1 1pc £80.00 £80.00 (Mo VAT) £50,00
Service on Stock Maintenance Yearly 1 year 240,00 £40.00 £40,00
Subtotal: £120,00
Diszount: £0,00
Subtotal after discount: £120,00
Taxes: 0,00
WIT 0% £0,00
Total: £120.00
Activity Related Tasks Contacts Contracts Deals Dusetes Drders Imraices Relations
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Quote has the following stages:

Qualifications, Sent to Client, Reviewed By Client, Close (Approved/Declined), which can
help track the different Quote stages.

If necessary, Fill in template operation can be used to generate previously designed template for
Quotation.

Next step is Create Order from Quote

Create Order from Quote

Order can be created from Quote or directly from the button in the Purchase Quote folder.

In case created from Quote, the details are copied to the Order created.

Create Mew = Mydrea = Operations = Workflows = Administration = Actions = ﬁ:‘} -

A Bookmark

*

Commercial Managemant [ Purchases | Purchase Guotes | Attach File(s)

{,I'allg_u: Progarty

[Bl Purchase #01 (purchase quote)

{;upl(

Create Order

e P Nulle ¢ e
g

Description
Bport to C5V
Sallar Export to Excel
Full Mame: Supplier International Pap Out Window
Address: United Kingdom Relate To , 1000, Solunska Str, S8
Phone Mumbers: +84285305444 IERZI2AN
Emails: SupplierNT@mail.com Emails; sales@pbtew.com
Properties -
Mame: Purchase #01 Date:  11/12/2021
Quate #: Validity:
Sallar: 20 Supplier International Buyer & PBTEULtd
Contachs: Maragar
Price Lists: b Purchase Price List cheap Fayment Methad:  Bank Transfer
Bark Mame:
IBAN:
BIC:
Currency: EUR Payrmignt Tarms:  Delayed
Darys: 30
Quiate Typse: Shipping Methad:  Courier

Again, the Purchase order created is opened automatically and can be edited or details can be
added via Edit Button or via Actions Menu/Edit.

The generated Purchase order has the same Title as the Purchase Quote

Order # by default is a text, depending on the company policy for numbering Purchase orders,
however automatic numbering can be additionally configured. Enumerators can be added in
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advance to use automatic numbering. Creating Enumerator

Stages of the Purchase order are as follows: Draft - Validated - Processed - Close
(Delivered/Canceled)

Once it is Validated Fill in Template operation can be used to create Purchase Order documents.
It is available via button or via Actions Menu/Fill in template.

It can be used to generate from previously created template, a file in pdf format, which can be sent
to the seller if necessary.

Actions ¥
% Add Bookmark
dod
&b Aftach File(s)
@ Change Property
& Copy
WM Celete
# Edit
[» Exportto CSV
[» Bxportto Bxcel

Fill In Templata

Pop O
Bk Relate To

Here is how it can be done:

After clicking on the Fill in template button, a window opens, asking to Select the template to be
used. The corresponding templates appear possible for selection
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Once selected, the template is created and opened in .docx format, and the corresponding .pdf file
can be seen in the Transformations field on the right.

= Purchase #01 - Purchase Order.docx (application/vnd.opensmiformats- l-, R

officedocument.wordpracessingml.document)  (StreamableContent Word Document) =

Contents

B Purchass 591 - Perchase Orderdoo =
Y COMPANY LOGO 185 54 kB appdicationvnd. openxmfcrmats-officesdoc

Transformatioes

[El pdf_Purchass 801 - Purchass Drder.padi =

26.74B applicatin pdf

PURCHASE ORDER

[LLLREF RO )
B e

Names of the generated files are combination between Title of the Purchase order and Template

name. It can be downloaded by pressing on the sign
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When in Purchase order, these files appear in the Relations tab at the bottom

Ackivity Falated Tasks Contacts Contracts Dwalz Quotes Drders Irwaices Ewlaticns
Title Created At Uswr U pawbed At
FPurchase #ii - Purchese Order.do o | spplic stanfmd.opeoomifermat NN/ 12RO, L FE0: SEJL2 RO, 1 FNE04 =
offi #dot umentwordpres euoin gl docsmsen 2] 2]

Issue an Invoice

When proceeding to the next stage of the Purchase order - Processed, Issue Invoice button or
Issue Invoice in Actions menu, becomes available.

When pressing the Issue Invoice button, Invoice is created. It contains the details from the order,
but some additional details appear such as: Invoice #, Date, which corresponds to the details from
the Invoice from the supplier. The Invoice from supplier, if available digitally, can be uploaded in
Lapis and then related to this object
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£ Purchase #01 (purchase Invoice)
Invoice #: Date: 11/12/2021
Seller: Supplier International Buyer: PET EU Ltd

Shipping Details

Shipping Methed: Courier Motes:

Ship date: Incoterms:
Carrier: Shipment Status:
Tracking #: Transfers:

Shipping Contact:

Properties ~
Description:
Currency:  EUR Price Lists: = Purchase Price List cheap
Fayment Method:  Banlk Transfer Payment Terms:  Delaved Payment Status: Mot Paid

Banlk Name: Days: 30
|BAM:
BIC:

Relations:

Manager: Ak lvanka Vasileva

Containers:

Items:
Item Quantity Single Price Total Net: Discounts VAT Taxes Total Gross:
Single Stock 1 1lpc €60.00 €80.00 €80.00
Service on Stock Maintenance Yearly 1year €40.00 €40,00 €40.00

If Chipping details are available, they can be added as well.

Payment status appears here and has several options, which are visible in Edit mode via quick
edit

Or via Actions Menu/Edit
The Invoice status can be changed, once all available details are entered.

Once Purchase Invoice is created, it is already possible to enter the stock in the warehouse, which
is done by Create transfer in

Transfer - the link to object Transfer will appear there, when available. Transfer creates stock in the
Warehouse in Inventory container, with the details from the Invoice. The process is described in

Inventory section.
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